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BACKGKOUND 




In 1974 the Distri ct undertook -d^veloS^1 r^af^^:master'pl>-n..w^^ 
four component p arts; ' """"^^T^;; — - ^' 

, Educational Program (including Stu^dent Services and roirimtinity' 
Services) ... ^ 

* Administrative Organiz^ation ' ^ , , 

Facilities ; ' * * ^ 

• Fiscal 



gince all other comp onents represent the means by Wh ich the educa- 
t ional program is inipl^^B^ed7-Hrt^as-^..addr,Q^s first , ""^ 



In June,, 1975 , > after mpnths-of work, th* District Master 

Planning Conunittee (com|>:^d of faculty, administrators, 
classified j^ersonnel, stud^ts and • community ' representatives ) 
submitted its recommended educational program master plan to 
the Boards of Trustees. 



,The second, component of the overaXd^ master dl an to be addressed 
administrative ot-q^ anizatiorT ^ 



was 



The existing 'organizational plan dates, back tp the mid^l960^s, 
when the District was preparing to', expand from ,a single college 
to a multi-college system.. , • ' 

The plan intended then that "each college remain as autonomous 
as possible while meeting the educational needs of the 'entire 
District," and cited the importance of arriving at an opera- 
tional definition of the concept of autonomy.. 

The plan els.o assumed that on the basis of population ' pro,jec- 
tions, each of the three colleges (plus eventually afourth' 
college on the co^stside)' would tea<:h an enrollmefvt' level high 
enough to warrant— and make financially feasible—a truly 
comprehensive program on'^each campus. 



• 1 — t.; 

NEED FQR REORGANJ ZSTfeN-^ 

/ 



The existing plan does not speak to the Realities of the mia-1970's. 



Yhe mi.d-1960's concept of autonomy has never successfully beeiu_^ 
d^rationally define'd. As a result, coordination of programs 
ana<services to -avoid undesirable gaps and duplications has 
suf±^i;ed. * ' " . 



^ Enrol lment">^Q4ect ions, upon wTi*±<:Ji college organizational ■ 
structures and a^mijiistrative ^taffl-Rg^re based, have "failed\\ 
to materialize." While^ere has "been and continues to be - 
significant growth in numbers of students, .the ADA gaia is 
considerably less than .had been predicted in cthe mid-1960 's 
partially due ,to the fac,t that today ' s . students , on the average, 
^ are taking fewer' units -of coursework per semester than they > 
li^sed to. ' ^ 

\ ' - / . ' 

Other factors which coMld not be foreseen a decade ago, such 

' financial constraints, requirements mandated by the state' ' 
^rd federal goverhments-,' and changing student characteristics 
arvd' needs, have piperged. 

Now it is increasingly apparent that the goal ot three or four ^ 
comprehensive colleges is no longer financially possible^ nor are. 
j;he updated enrollment growth proiectlon^.aarge enough—in terms X 
o^ADA gain—to warrant such a direction even iT'~t^ang^s were \ 
ava>sl,able. Thus, the District Master Planning Committee stated in 
its 195^>educational program report to the Board; "District ,. ~ 
attention^^^ould be directed toward fiistrict-wide comprehensiveness . 
rather than ind^^^^dual college comprehensiveness ." ^ - 



With liiriited resources, the alternative to seeking District- 
wide comprehensiveness is ,to accept a permanent inequality of* 
educational services among th^. colleges | service areas. *; 

The corpmittee also noted "widespread concern over the dfl^mma 
which calls for maintaining the individuality of the colleges 
, while all must op^i:;ate .within the same fiscal structure, legal 
strictures, tax base> and Distript boundary." ^ It' added, "Ther 
is widespread, riscWnitiOn . that no simple solution 'such as 
decentralization |r centralizatioa^^ists for such* a ^complex 
problem — that theSipost producti\7e^.^ay^ -^to^ with ihe problem 
is through caref ui\analysis -of the ftH^xiiti^v^^ 
and assigning these\ at the ^evel'at whic!r"-tt*^ 
^-f^ c t i V e 1 y a c hi eve 



re 



NEED FOR REORGANIZATION!' (cont.) 

• Therefore, we need a new plan which wiljL be in tune with thV 
considerations of the mid-1970 '.s and willsenhance th e Distri\ct's 
ability to : 



\ 



\ 



Meei: -^jhe real educational needs of the coiranunity.. ' 

' Coqrdinate the progi^ams and services of the colleges so as 
to insure unified, comprehensive operation of .the DistrictVs 
units. ' ■ ' • ^ \ " '\ 

•Deliver critical, precise planning, both for the ],<Qp$r-rangQ, * 
^direction of the organization and for the short-rang^^' 
providing for the most ef^^ctive use of limited resourcsBs'. 



♦ ' \ 



^sujfe the efficient and effective operational ^implementation, 
and^d^livery of the results of D^^rict-wide master plahrting,; ' 



Provide the^^timuLus to insiyre that ne^'ther i4inov^tiOn jior\ 
the i(Jentif icatlon of new opportunities becomes' a victim 
ol limited resourced 



Pr^ide the necessary monitoon^ng functions for the timely 
ant\cipatioh and resolution oi^ potential problems. 



Optimize admin is tratlnre leader ship"*. 

■ ■ ■■ ■ -^^^ 

certain objegfc^va^^ the plkn-mu^- include 




In oraer trsy^ac 
provision's fo^ 



-\eve 




Reducing hierarchical aGministrative levels in order to/a>oid 
ijnri^cessary 'duj^ldcatioft. of ef fort*; . to' shorten and simpli'fy 
lines of communication; and to allow the definitive assignment 
of operational jaothority, responsibi»Ii^y and accountability. 

Freeing the Chaircl^ijxjr-Superintendent from full-time concen- . 
tration on interna^! matters so that he can direct more atten- 
'tion.to external factors which must be understoocJ and asse^ed 
tq|. insure educational leadership and deliver* improved educa- 
tional management. ^ - - * 

Specifically recognizing a,nd assigning the planning function, 
in the"^ management prQcess and insuring that management' 
decisions are supported by souftd, data-rbased- information. 
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K' NEED, FOR^ REORGANIZATION^ (cont. ) 



§tren*^thening the administrative role of division directors 
by making thera, ftlU-tlroe managers, thereby p,ermittir^g inte-^ 



gration ^^ay ^and 
number of divisions, 
and to ' maximi ze in'^ 
course development. 



ing programs and reduction an the 
avoid subject matter fragmentation 
.sciplinary communication^ and program/ 



^ Attaining, insofar* as possible, domm^n alignment s\ and position 

titles among the dolleges and^^et^ert the collegek and the 
\ District Office. \ , ^ : ^ ^- . ^ : \ 



THE NEW PLAN: PROCESS AND FEATURES 



Bhe task c}f developing a reorganization p^an designed to achieve . 
(5^ti>mum implementation of the District's educational program master 
p,pn was begun in July, 1975, by the Chancellor-Superintendent > the 
tt>ree col lege presidents, the. District Off ice Erectors and oth^r 
adtsigned staff . TT" :~~ 



As 'the District Master Planning Committee -Suggested, the 
■ planning services' ' staff concentrated on analyzir/g functidns. 
Like functions were then identified, grouped together, and 
assigned. t% the org^rlization, levfel at whjLch they could be 
^mojt effectively and efficiently accomplished. District-wide 
fuiTctions wei«G assigned to thfe pistrict Office, and functions 
primarily related to college unMs were assigned to the 
dolleges. , \ <• ' 




■^%e second step, b\sed on this functional anajCysis, was the 
development by e^ach\college' president and by each District 
Office participant o^^proppsed organization ch'^rts, for both • 

.the colleges and the District Office. 'During this , process, 
the presidents were ent;ouraged to engage in aiiy campus consult- 
ati^ they felt appropriate. \ 

' , ' \ \ 

N^t,.the presidents and pistfiat Office participants discussed 
thfe^se individual ly developed chafes and decided upon the best 
combinations of elements to deliver the educational program r • 
mast^ plan. • . V > \ . ^ \ 



THE NEW PLAN: PROCESS AND FEATURES' (cont. ) ' . 



The plan's bro'ad outlines, as recommencied by the .Chancellor - ^ 
Superintendent And the three presidents,, went to the Board of 
Trustees in January^ 19 Z6, and^were appiroved , T<^ ~ — 




At the District Office the' perinanent\ staff ing quota was 
increased by f our . (to a total of 17'^fulL-time ) positions. ' 
The' actual increase, however, will'beVonly one,. since three" 
^aqulty members are now being utilized full-time for admin- 
'istrative work on released time and thV^se services, will no 
'longer.be required. Aside from the CRancellpr-Superintendent , 
the following positions will exist: ' \ • . 

: . r ■ \ ' 

Assistant Superintendent for Planning and Development t"^ 
District Director pf Educational Program Coordifiation 
District Director of\Fiscal Servi^ces ' ' ' 
District Director of I^ersonnel ^ • ^ > 

Adminis-tratiye Assistant to the Chancisjellor --Superintendent 
Accounting Supervisor ^ . ^ ' . \ . - , ' , 
Auxiliary Services Officer - * \' r ' 

Certificated Personnel^Of f icer ' 
Classified Personnel Officer \ . ' - " 
Communications and Public Information 'Off ic^r 
Data Processing Officer ' ' - 

Educational Information Officer 
Educational Program Officer ' ' 
External Funding and Development Officer 
Plant and Facilities Officer 
Urchasing Of ficei: - ' . . ^ 

At the College of San Mateo, ^he complement (in Jterms of full- 
tim^ /equivalents) will be^reduced by one (to a total of 23). 
The number of divisons will be reduced from 12 to eight. Aside 
from the president, the following positions will exist: 

Dean of Instruction * 
Dean of Student Services 

Administrative Assistant to the President 
Director of Admissions ,5nd Records 

Director of Career and' Occupational Education ' 
Director of College Readiness, Program \ , 
Director of Community Relations 
Director, of Continuing ^Education 
Director of Counseling Services 
Division Directors (8) . ' • 

Director^of Instructional SerVices . ' 
Difectpf'!^of Operations ^ ^ ^ ^ 

Di,r^c'to;r ofvSpecdLal Programs ^and Services 
Supervisor of Buildings and Grounds 
Supervisor of Fiscal and Personnel Services 
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THE NEW PLAN: PROCESS AND FEATURES (cont. ) 



At .Canada; College , the complement (in full-time. equivalents) ' 
will also he reduced by one (^a total of 16); the number of 
divisions will be reduced f"M^ight to five. The position 
^ ' titles will be- th^ same as those at CSM~, but will not include a 
administrarive assistant to the president, director of career- 
anS- occupational education director of College Rgadiness 
'Program or supervisor of fiscal and personnel services. 

At Skyline College, the complement (in full-time equival^ents) ' 
^ will remain at 16. The number -of divisions will" be reduced 
from six to five,^ and the positions . titles will be identical 
. to thos§ at Canada. ' . ' - '' 

' i' ' - •' ^ •• ■ , ' 

Qpce app roval' of the" broad outlines^of the plan was .otptained, 'the 
dolleges directed their attention to Organization th^ divisions 
at each college . '■ I ' '■ — \ ; 

The presidents were authorized to work out the divisional 
alignments most appropriate for each cbllege within the 
agreed-upon limits .on number of divisions. ^ 

The stud y next turned to. a precise definition of each a dministrative 
position showji in-- the planT 

Statements^ of t^ibe primary "functions of the positions were 
developed, and as recommended by the chancellor-superintendent 
and the presidents, these statements were taken to the Board 
. in 'early March and were subsequently approved. , 

Qualifications standards for each position were thfen developed 
for submission to the Board at its' April 28 meeting. ^ . • ( 

Detailed position descriptions in keeping yith the functions 
and qualifications 'standards, have^een pi^epared at the colleges 
and at the District office. 



Finally, a proposed new administrative salary schedule was developed 
to refle ct levels of function and responTibility as determin ed in ^ 
the reorganization pla "n^ ' 2 ' 

' 2 T. 

ht present, there ^re separate schedules for certificated - 
administrators "and classified administrators. The proposal - 
is to', utilize one schedXile, covering both-categories and made", 
up of four ranges, each with' seven steps. 
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THE NEW PLAN:' PROCESS AND^ATURES (cont.) 



0 ' . . 

The recornmended new schedule was submitted to the Boaria a^d 
approved at its April 21 meeting. 



IMPLEMENTATION 



r.'^^Q Boa^g has ggy en th» dhancellor-Su|)e.rintendent freedom to deci^ 

■which positions can be aTSpropriajpely filled by their Incumbet^ s. 

or- By direct appointments, 'and which should be opened for a polica- 

The'Chance llor-Superintendent Kaa. delegated this aut feHty 

(with jTesj^ect to college positions)^ to^the college presidents . ' 



Some of the positions shown in, J;he -pl4n -are either the'sdme , '. 
or nearly the-same as existing pogitioris, although their titles 
. may 4iayp been' cljanged. " "Others are .wholly .new or differ in'major 
• respects f torn existing »|||^sit ions. Except in cases involving' 
entirely , new poaitilbns, job descriptions ih ; th^ plan.' were' - 
compai^fwi-th those of the existing ones, -and professional 
judgmentM were made as to degree' of similarity or difference. 

..-For all.pVsitions;- new or not, professional gudgmerits were 

alsQ made a^to ^ppr^prO^ s_^iai-y ra-nge with" respect to levels 
of function ah^d^bsjSorisibility . ^ Step placements were deter- 
mined, according, to bistrict policies' as administered by the - 
Personnel Office. . ' ' ' . " , ' . ' 

..-T^e Board approved at it's April .21 meeting 47 individual 

assignments, to administrative positions for 1976r77. These - 
were among the positions for whi<:h 'the Cfiancellor-Superintendent . 
•and this presidents ' decided there' was' no need 1»q open applica- 
tions. ' ' ■ . • ' - # rrc - . ■ 

: ;'BeGause of tjie- current, level of staffing impaction and .its 
•6ost consequences, .considferation'.f or positions to be 'opened 
^ill be limite'd, wherever possible,, to in-District applieantfe. 
_ Wi thin the. bounds of. this -necessary "limitation, every effort - • 
will bg made to follow affirmative" action^uidelines. 

•''.■,-'""' ■ • - ^' • . 
. Pft'^ing completion of the selection 'process an d -Board approval" of ' 
administratively recom m ended appointements an d.' assign ments . ^h^ . 
schedule ca l - is f or- the reorganization plan to be- fully imp TiSiiTt ed . 
O ouiy 1^ 1976 , . ' — 

ERjc . ■ : ■ , ■ .13 ■ ■ • • ■■ . ■ 



COST 



Given the District's management needs, the reorganization project- .- 
did not seek to red uce administrative costs; however, those ihvolved 
did seek to, avoid having reorganization result -in a cpst ihcyease . — 



^ Considering only the salaries of those ihvolved in administra- 
tion (including faculty members currently ^serving on released 
.time) , it has been estimated that reorganisation Will result 
m an annual saving of" approximately $50,000. ''• " ,. • _ 

. The cost of providing needed classified support personnel / 
cannat yet be 'accurately calculated; although liberal estimates 
place this District-wide figure at a net increase of no m'^e. 
than $20,000. 

All things taken into account, therefore, it i§. projected 
that the new plan' will .result .in a substantia> reduction of : . 
administrative costs; ' ' . . * 



/ 
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Section I 



F,OR ADIVflMSTRATIVMlEORGANIZ ATI^ 
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\ - This section ^ts' forth the. rationale on,,' which the plan • 
for'Distritt administrative reorganization. is based. It defines 
the roles of .those: iri managemen.t and' describes the purposes 'and 
rainifications of the restructuring, of the. Distr,ict Office and 
* the Qolleges. / • ' ^ ' - ' ^ 
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, INTRODqCTION ; 

The search for an apprppria'te org^niaational structure for multi 
u>\lt community college afstricts* has ■ been a per,sistent and 'perplexing 
theitte in the prbfessiorial literature since the emergence of the first 
such district in 1933. This' search has demanded enormous' amounts of 
time andNthoughtful consideration by loqal -boai^ds of trustees, super- 
'intendents,\other administrators, and' faculty ieadeiTs . - Our own Dis- 
trict wjestl^with this pijoblem for hearly four years as ^t contem-. 
plated moving *o multi-unit pperatiWr- The foreword to .'the .District • s 
1967 Multi-College Drg-anization Plan is Ttill a relevant statement: 
"The most criticaiVrobi^' facin-g^jun^or colleges. as they " 
enter th'e era of multi-college . operations is that o:f clearly 
' defining the relationships between 'the .functions and reapori-^ 
. -'Sibilitips of ,the colleges and .those o£ the district. More- 
over; -this must >e ^accbmpiished in such' a wsty that the division- 
of.l^or is readily apparent' between the policy functions of \» 
. the board -and* the functions of , tlje district and. coileges'. In '' 
effect; a m^ans must .^e <ievised /ha.f prevent's^ overlapping of 
■functions, of each segment and y^t it sWld l?e sufficient to : 
include all appropriate functions of tlie to=^al' district! 'The ' 
'\ .Pr^leifi is further domplidated by the. requirement tha^ -• ' 

coiiWe remain as autonomous as pdssible while meeting the 
. educational needs o§ th? eptire district; In this getting; • ^ 
. . the district mus€ assun^ the responsibility for coordinating 
. functions so that' the autonomy of .the individual college^.is 



enhanci 



d. To achieve .'this , a plan of organization is' needed 



that operationally defines the concept of autonomy.*^ 

^ \' M ' . ' • f ^ \ 

Our continuing consideration of organization recognizes that 
all foms c»f social institutions are the product of €heir particular 
age and culture, because th^ese institutions are made up of — and - 
exist to serve — people who reflect the divergent knowledge, beliefs 
mores / and- customs of their time.,; It is hard to imagine any organi- 
zation wherein this is more true than local public educational 
institutions . r A successful formal organizational structure must be 
developed in a manner which Is cognizant of this larger cultural 
environment. Any purely mechanical or philosophical approach to 
organizational .structure Which ignores these cultural determinants 
is doomed to failure, no matter how logical the mechanic sm or the 
philosophy. It is always easier to see these large". environmental 
influences on' organizational design in retrospect t^an** it is to 
A^ssess' wi;th accuracy their curre^nt or future impact. 

The extreme pressures of growth in this District 'during the 
19^0s and early '70s forced expanding institutions >t6 make pragmatic 
and infontial operational decisions .outside of the modifying context 
of ' carefully considered definitions of "operational autonomy." 
Institutional' divisions of labor and function were never fully devel- 
oped arid monitored to insure that the component parts of the District 
would work together in a coordinated effort to produce, an educational 
progr^ that -was bpth integrated and comprehensive on a District-: ^ 
wide basis. Furthepnore, the existence < of a District master plan . 
which focused pri^marily on negded facilities to accommodate growth 
in a condition of relative af fluence> rathex than on educational . . 



programs, cofnbined wi^A' the^ lack of adequate mechanisms for insuring 
coordination and c^pimunicaticm, tended to orient the District toward ^ 
a goal of individu'al ^College comprehensiveness Instead of District- 
,wide comprehenslvfeness, 

NOW, howfe^ver, there exists a recommended District Educational 
Program Master Plan which speaks strongly to the questions of 
coordihagion a'nd District-wide comprehensiveness. Now, also, the. 
world ^)und us has changed, arid, it is increasingly apparent that the 
goal of 'three or four comprehensive Colleges is no longer financially 
possible, nor are the enrollment projections l^rge enough to warrant 

• suc^ a^/direction even if finances were available; 

^ To implement the new Educational Program Master Plan and to 
/,<:bpe with the changed times, our organizational structure too must 
change, A cbnscious and planned' attempt must be made to establish a 
patterft of functional relationships which is attuned to today's needs 
and aspirations. 

In this era, with the birth rate down, with a shift in the value 
that people attach to the college e'kperience, and with a reduced 
level of Economic support - all couiled with increased expectations 
of service - the great 'problem facirlg ou'r whole educational system is 
the management of stability, or perhaps even 'decline. This situation 

• requires that the District avoid unnecessary duplication of effort, 
have a carefully planned and defined set of systematically chosen 
priorities (since 'it is no longer possible to "do it all" or even 
all that we would like to do) , and develop the administrative ability 

to manage liyiited resources toward the achievement of these selected 

ii ' * ' ' * 

, priorities. 

In short, the management of stability or decline requires 
ERXC?^^®^^ administrative skills and greater precision in all areas 



of the management process of planning, organizing, staffing, direct- 
ing, and controlling. Mistakes whose impact would be cushioned by 
an era of affluence could now endanger the very survival of a pro- 
gram or an organization. The uncertain result^^ of voluntary cc^r- 
^dination which would be minimized in importance during a time o^ 
growth cannot insure\the highest probability of an appropriately 
balanced and aligned set of District-wide educational opportunities 
and services so requisi\:e in today's environment of fiscal limitations. 
Growth cycles aiways perlnit expansion beyond the existing program, 
but stability cycles require that hard choices be made;^ on eliminating 
one "activity in order to pVirsue another. In the la1:ter environment, 
innovation and creativity dan fall victim to the interests of the ' 
status quo. All of us enjoi "adding on" new programs or functions. 
On the other hand, the task 6f phasing out an activity before adding 
one is not at all pleasant; yet it must b,e done. 

With all the above in mind, the central thrust of the proposed 
administrative reorganization of the District is to recognize that . 
formal organizational structures and capabilities must be developed 
which will: 

1* Meet the reail educational needs of the community. 

2. Coordinate the programs and services of the Colleges 

so as to insure that all of the District's units operate as 
a unified, ■ comprehensive whole. 

3. Deliver ^critical, precise planning, both short-range and 
for the longer-range direction of. the organization, 
providing for the most effective use of limited resources. 



4. Insure that the operational implementation and delivery of 

* the results of District-wide master planning are coordinated 
for both effectiveness and efficiency. 

5. Provide the stimulus to insure that innovation and identifi- 
cation of new opportunities do not become victims of limited 
resources. . 



.6v^ Provide the necessary monitoring functions so that 
^potential problems can^ be anticipated and resolved 
befor€L^crises develop. 

7. Optimize administrative leacjer^ship'. 

• in the succeeding sections, a model is presented, for both 

the District Office and the Colleges that .we believe can best : 

accomplish the above functions. ^ ^ . 

Each of the positions shown in the model is of, a nature that 

' 4 

would call for it to be designated a management' position by 
Board under the new California law (SB 160, Rodda) on public eduba- 
tional employer-employee relations, which states: " ^Management 
employee' means any employee in a position having significant 
responsibilities for fomnulating district policies or administering 
district progr^s." 





Management has been defined as , "achievin^*^b4eafeives. thfoug] 
others." Its, task is. to harmonize the, three basic components 6f 
any . human- enterprise — ideas/ things, ahd people — through an^ ' 
integrated prpcess of planning, organizing, staffing, directirigy and 
.evaluating-: * . ' ' '.^ , - \^ • 

But these five management functions require. different skillsv 
and must be performed on different levels. Eve.i a person who commands 
all the necessary fekills to perform aU. the 'functions on the various 
levels will inevitably discover that his or her time and enejrgy are' 
limited. For thi§ reason, large organizations create levels ofi, manage-, 
ment and assign to each a different emphasis in its performance of 
these~management functions . Whe^reas , middle* management , for 'example , 
,woul<l .be expected to cbncern itseil^^^^ directing day-to-day opera- 
tions, senior management, would focus on the broader view of -long-range • 

planning, evaluation and articulation of priorities. . . * 

• ^ - ' - . - ... 

It' is with these concepts in mind that we propose the '.following^. . 

four-level model of management 'fqr;^aA Mateo Community College District. 

' ' , ''•('. . ' ^ ' '-■ ■ 

In addition, to facilitate communication' within and among the levels, * 

. ' '■ 

certain advisory . councirs are propjjsed.. The^foyr- level model and the 
proposed councils are' a^ follows: 

Four-Level Management Model 
A.. \- Senior' Management 

''^■\-^S3tf[_"cellor-Superintendent, Assistant Superintendent , ..Presidents) 



pVimary roles: 

Develop, for Board con§v|deration ^nd action. District -.and. College 



ERJC ?<^als and obie^ti^ves^ policiei^Vid. recommendations f fit. educational 



. programs, budgetary allocations, and the employther>t , development', 
• assignment, tyrans^er ; . ai;xd teirmination of personne. 

Recommend Dii^trjlct and College administr&tive\ structures , ' 
'.^rqcedures, and po^itfon descriptions,; approve operaWt>nal systems ' 
'and pro<?edures; moti^|t€ personnel to reach optimxim Idv^ls of-perfor- 
-mance; direct p\ib£ic relations, program. 

Insure maintenance of cooperative working, relatioris and 
coordinated reporting .systems among m.ajor operating uni^a for the 
^hievement of common- go4ls.» > P 

N^provep^formance,' standards,, analyze unit results A evaluate 
^personnel •^^^^''^-^^/^^ \ 

2- Functional Unit Manageftu 

(District Directors, College 



Primary roles: 

Establish goals, implJbent \olicieS, design procedures, and 

make operational decisions fdb theWrtctio^^^ unit in the context 

of 'District and College goal$\^ polities ^ an& plans; ' y 

•* Manage .all. unit resources'^ organizing workflow kt^ scheduling ' 

activities to insure the accomplishment of District, College, arid 

. unxt^ goals. Participate in the motivation , of persii^nnel and the \ 

direction of operations' ori a periodic W receijyin^ daily .\ 

exception reports and taking correctivk a.ction.. j 

Insure that effective communicatiton and working' relations . 

e:Sist, with other funGtiona';L uniiis; coorflinatit work activities 

^ involving other units, whether Colle^ge dr ^District. 

./Make recommendations to senior managei^nt for the design of 

unit reporting .systems that contribute to^' Cbllige and District-wid'g 
. • ■ A . ■ ' . . 

ERXC-^^^^"^*^"^"* ^"^.^^e the .collection and xegulaW monitoring of data 




2S 



.needed for District educational information system and for the ' /' 
management of the functional unit; establish standards of personnel 
\>$rformarice within the unit and report evaluations of subordinates 

to senior management . , '* • , 

\ ' * \ •• . \ ^ 

3, \ Middle Management • • . ' • . 

(District Officers, College Directors, Assistant to Chancellor- 
Superintendent, Assistant to President) ■ 



Primary roles; 



^Formulate plans and objectives to implement policies; make ' 
recommendatiorrs for policy or procedural changes and for the organ- 
i2ation\of siib-unit structure,^ job requirements personnel qualifica-^ . 
tions, a^pd assignments of program personnel. ■ ^ ^ 

Maintain close^son^ct with, daily operations, anticipating 
problems -and making^ operational decisions to avert" them'; direct the 
operation bf all' sub-unit reporting systems- and monitor results at 
frequent iAtervals, taking correcjtiv^ action where neceSsary. ; 
\Coun9^1 and motivate, subordinatje personnel in job" performance" 
t^rms of job performance. 

Syipervi^^y Personnel 
(Supeiryi-iors) * 

, 'Primary 'roles )s 

. day-to-Qay ^jectives, wo'rk act i%'tieb,., arid, work assignments^ 

for specarfic tasks 

^ '^Supervise and cpunskl personnel' on the job; take on-the-spot ' 
corrective .action as ne^ded\r act -as the primary communicat j^on link ' 
between management and ^mploVee; , take action vto' insure employee* » 

welfare 'an(|' safety. \ I ■ ' ■ ' ' ' ■ , ' ' 

> •• . . ' ' - \ i ? ~ " . - 
■ r-r.^r>- persontiei pe'rYoAnaabe on a daily basis and report 'on' - 

> EMC . ^ ' "\ • - > ' • 
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■ \ ■ 



Coinaunicai:lon ^n<3 Adv isory. Councils 
Ml '^^^-i: : — 



phahcellor ' s tgabinet * 



Members: ChancellorjSuperintendent , Assipt^t SupeKhtenaent . 
; ' Presidents ' . . ■ ' 



Chancellor's Council 



Members ; 



Chancellor-Superintendent/ Presidents/ Assistant' 
Superintendent for Planning and Developmerit 




College Cabinet , * ^• 

Members: President, Dean of Instruction, Dean of Studqnfcs^ 



--.^w^^w**^, ^wtAii J.110 L.J. u^L-xuii , uean ol otuaqnTE/S^ 
Director of Community Education and Public Information,, 
Director of Operations, Assistant tp President' 
(CSM only) ^ 



District planning Council - ■ ' 

Members: Assistant Superint.endent for Planning and Development, 
, Director of Educational Program Coordina;tion', two 
representatives from each college 



College Planning Council 

Members:^ Administrative representatives, student representative;?, 
cl^ssi fifed* representatives., faculty representatives , " ■* 
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DISTRICT OFFICE REORGANIZATION 

♦ 

The proposed reorganization of the District Office (see chart on 
Page 24 ) is designed to recognize the following needs: ' ^ 

1. Freeing the pMncellor-Superintendent from the necessity, 
of full-time -concentration on matters largely limited to' 
internal operations, so that increased attention can be' 
directed to the external factors that must be understood 
and addressed for optimum educational management and lead- 

. ership. • ■ , 

2. Insuring educational program coordination on a District-wide 
•y^* basis.- , ^ 

3. ■ Attuning management roles to '■t;he"' legal realities and defin- 
itions within which the District operates. ' 

/ - ^ . • w 

4. Aligniifg the formal struc_ture-of the District Offide with 
^ its informal or de facto mode" of operation, and further 

clarifying certain unit areas of concern. 

,5. \ Identifying, and differentiating among, -the principal func- 
\tions of the several levels of management personnel. 

^ To metet the first of the above-cited needs, it is pjroposed that 
the pQsiti«ri of Assistant Superintendent for Planning and Development he 
created. Thlp Assistant Superintendent woul^ add to the existing ' . 

Director of Planning position District-wi(a.e' executive' responsibilities 
_ to relieve thte Chancellor-Superinterx4ent i4 the area of internal, oVer^-t^, 
tions, thus p^viding- sufficient time to 'focus, attention on the external 
community and Environment^ of the District and the State. No other 
function is so kmport^nt to the 'future of the- District a-s "an insightful 
and. correct analysis of the. external environment, because this is -tt^ 
very foundation pr the identification of future opportunities and 
directions which Will assure the well-being and educational leadership 



of the District, 



To meet the second' need, it is proposed that the position of 
ERXC^^?-^^°^ °^ Educational program Coordination be cx^eated. The incuinbeht 



this position wi>ul(3. jDe 



chatged with responsibility in the area^ of 



program develo^>meni:, i-mplementatio/i , deli^/eryj and evalua'tipn, in 
specific recogniticn »that a fundamental purpos.2 of the District is-t 
provide I dducationa] co!npre|iensiveness on a District-wide basis 'an^ 
• that pl/ailining and c oordination 'must be.ac^ressed by- the District 'on 
4.tinifi«d basis, 

To-_meet the third heed, .of .atoning management roles', the Collige 
Presidents -- while primarily serving as College educationSi leader's" — 



wour/d occasionally assume responsibi^ 
Su6h a,st6p i^ essential in this era 6f'-pe;cBori];xel transfers, collective 

J - A, ' I • . ' ' • -'^ . 

bargaining, contract' administration, and dyni^d curriculum that demand 
continuous staff development. The step wov4^- also recognize the fact 
^-that only the entire. District is a legal ^|:itY. • , ' ■ 

• ' , To' meet' the fourth need, aligning the "formal -structure of , the 
District Office'with its operatiiinai mode, certain sUppqrt and- technical 
functions which h^ve evolved intp. functional staff positions but have 

.Ixne authority oyer a we l-l- defined.. are^ of responsibility, iould be 
designated as Diktict Directors . ^ Th/i^-s designation, tb 'be /accoipanied 
in each case hy job deiqription that spells oiit funition^l r^pon- 
sibilities an<|^auehorit^,/recd-gni2e^ t^iat such ^ositVons Work /est and ' 

• mos/t ef^icieniiir- throlag/h Lrizontal rel^tionsl^ips and worJ<;flow patterns 
which cut ac^sff the trai|itional and"' of t!^ n inefficient channels of 
vertical authority V Moreover, in every Jase", the departments of each 

of these District Directors would /be care'fully regrouped into functional 
units- designed to- complement or supplement the ' Director -witV technical 
.ot coordinative sup^rt. • " - - " 

' The fifth" nee.a, i\^e)itificaUon and differentiation of management I 

r°"sibili ties' Beyond those illustrated in the designation j; 



for District-wide tasks. 



personnel 




•'Of District directorships, would be met through placement of each ."^ 
position at its appropriate level In the "Management Roles" 'hierarchy 
explained, in Seqtion II, - ' . ' ' 
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REORGANIZATION OF -THE COLLEGES - . ' A' . '"j'. 

^ . - At the Colleges, -the' r^prgan^izatioA^plan would^. flatten, and reduce 

administrative layers in keeping with the hierarchy 'detailed in Section 

II, while simultaneously reducing the scope of responsibility for toost 

^inistrative pos^tij.ns (see charts on' pjges 277and 28) The flatter 

•wowld^be accomplished by applying' the same grou^fin^ cqnc'^ts described'^ 

iri the District Office reorganization proposal., This grouping by func-' 

^•tip'ri elintinktes un^cessary duplication of ' effort and, in 'some case, job" 

;P(^sitions. This noft only would reduce the' span of personnel control 
<". - . l' " . •■,»'' 

with which A Bingl^ administrator mu^t cofitend, but also in. many cases 

would result in units of activity ' large enough in responsibility td) ' 
I produce advantageous economies of scale. 'In addition / most of 'the re- 
l' ^grouped units would achieve increased homogeneity that would result in 
j improved uniformity of process and oommurti cation . 

The grouped functions include services for studerit, instruction,' 
community programs, and college ' bperations— with a -maximum admin;:strative 
emphasis- on the primary functions o^ student and instru^itional. Wviqes . 
^Directo]6s' of Subject 'Areas report directly ' to ■ tfie 'Deah of I^istruction., 
Similiarly, for plant operation,, the Su^ervisoi; of Buildings- and Grounds 
reports directly to ' the Director" of Operations./; ■ ' ' ■ ' 

-Serving .only as-examf^les of grouping functions under one admin- * - 
■.istrative .head, let us examine ' the , spap of- control of- tfie Director' of 
' .Instructional Res6urces a^id the Director^of Special Serviced. Instruc-^ ' 
, - tional Resources combines - the llTDrar-y, medi^ center^ audiQ-visual , . ' 

* ^i,n^viduali'zed instruction, and, mateiriais devel^^ • 

< .one integrated; and,,articulated unit. It wouM be clear 'to staff ' * • 

' ' ' studenVs^. and Community ^al ike* ag "tp who 'ddes what and where ana why. 

' ' « \ ♦ ' ' * ^ ' . ' ^ " . ' ' ; ' ^ . 

' i - V ' . . '.- , 00 • •' 

ERIC.. , 'v..';", - • • , '.. > . " 



.v^Special Services might combine, financial^ aid, ^ job placement, healtli 
•services, and stiident activities' into anothe.r' functional unit. Func- 
tional units would be .similar,' hvLt not necessarily identiqal, on each 
campus and would articulate liogether and with appropriate District / 
Off:^ce personnel so^ that Distriat-wide planning and development 'ca^ 



take .place . 



• I . • . . - l' ■ ■ / 

j Other signifijcant points concerninsf the. reorganization o^ the 

College's include/ " r . - • ■ . . 

1. . pirectoirs of Coiranunity Education reporting directly to the 
J.; Presidents. , ' ■' ' • . 



/ 



2.\ 



3. 



^ Integration of occupatidnal/c^reer deaps with division ' 
chaiirmeri ^positions as Subject Area Directors at Skyline 
and Canada.' 

, Some uniqueness in positions to the CSM organization 
proposal primarily" because of size (e."^.,. Assistant to 
the President, Director of College Readiness Progifam, Super- 
. visor of Fiscal and Personnel Services, and Direci^or of 
Career Education in a staff capacity). 
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CONCLUDXf^G COMMfiAs ' / ' 

■Generally, the proposed plan has attempted to seek a simple 
co^^eptual- solution rather than a complex one.,' Position titles 

reflect functional description rather than rank,' and the number of 

/ • / ' 

^dmyiistrative. titles has been greatly reduced. Consistent applica- 
tion of u^iiform functional titles througho-ut "the District will help 
to clarify both the function and the leyel of administrative position, 
and increase both staff and student understanding of "Who does. what/ 
where?" " The management line of autl/ority an^ communication has been 
shortea:i^ed, and its routes clarified in each of the District's four 
linits. The question of who acts in the CHancellor- Superintendent ' s 
' - absence is clearly answered thro.ugh designaijion of an Assiitant .'Super- 
intendent. 4, ^ - ^ / . '' ' / 

Effective leadership require/ clear-cut lines -of 'authority , 
responsibility, and accountability. This" is Why the ."Fleshing out" 

■ of the conceptual plan will ca^l for a job description for ev^ry 
management position— a description which spells out not only the 
responsibiliti^n^f the position, but the degree of authority as 
well. This wiiy allow administrators to hold subordinates afccountable 
.for their work/ The "buck" can then be stopped • at whatever point 'tjiere 
exists adequatk authoritr'to resolve, the problem. Such specific job 
descriptions are prerequisite to any deceAtralized jdel^gation o:^ 
responsibilities and mode 'of .operation.. ' > ^ ' 

It is important to note that the plan was not developed w/th 
a goal or a /guideline to either centralize or decentra]^ize the system. ' 

'The system was organized by functional analysis which sijught tp group 
those functior\s^ which are unifoirm, common, supplementary, and comple- 
^ • ' ' ^ \ ' - ■ 
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mentary,- aM then place each ,functiok closest .to the point of 
suf f icient| information that/ would enabie individuals .to make sound 
and accountable decisions /in the interes\ oS the well-being of the 
whole District. 

Wherever possible/ economies of operation would be maximized 
by the utilizatioji of classified specialists in areas that do-not 
require, either by law or professional standards, the services of 
certificated professionals. ^ . 

Management structures are designed to achieve objectives, and. 
goals, while governance structures are designed to achieve decision- 
making and policy detemination through consensus. This plan is- more 
a management structjire than a governance structure, becausel it has 
made individuals responsible and accountable in lieu^of th^ typical 
committee networks associated "with governance structures. The design 
has, at every unit and level, <:onsidered the^jrelationships of the basic 
management processes of planning, organizing, staffing, directing, 
coordinating, and controlling to achieve previously declared objectives. 
The College and District Planning Councils, as well as the Planning 
and Program unit, are indicative of the attempt to formalize a manage- * 
ment -function that previously was often characterized, byl a fragmented 
and sometimes ad hoc or even voluntary approach tQ the function. The 
plan recognizes that committee structures cannot perform management 
functions, but are most valuable when principally utilized in an 
advisory/consultative -capacity and as a judicial body to resplve^ 
jurisdictional disputes. 

\ ^ Mc5dern m^agement tecl;iiiques and practices ar^ more adaptable to 

\ a management structure than a governance structure' because all ^hare 
\* . ' ' ' ■ 

a common turf in the recognition that individuals are the accountable 

\ . . . V • V - 

rn?/--'"^^^^®^ °^ management system. Through such management tools as 

^ 33 , 



a comiDuterized ekucational information system^ precis^ de;|.egatiqn^ of 
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respyOnsibility 



ility and autl 



thority in job descfNdyptions, control and evalu- 



ation through es'/ablishment of objectives \nd the use o£' project ' 
management , the Senior raaiVa'gers, ank particularly the <:hancellor- 
Superintendent, 'can increase their /span of corit2;ol without bei^g . 
consumed by the rigors of detailed/ and 4aily supervision of J^a^f < 
and functions* Time, then, becomeiS .available foir'the senior managers, 
to plan 'as well as operate, td evaluate and avert /problems / and to 
assess the critical ej^terAal/ envir^onment instead of' attending largely 
to adjustments in the internal structure; in shott, to exercise manaqe- 
ment and educational reader ship .instead of acijudication . 

This reorganization proposal , for the ffrst time in. our District, 
mandates lateral coordination among the Colleges and provides the 



District Office with apprbpriatje personnel.^gAvfen ^respons and 



accountability ¥or assuring that lateral coorcJ^nation is successful. 
This ypes not mean that the District Office is Duilding a cadre of 
"'super deans" with line relationships to College administrators, but 
rather a minimum nuirtber of multi-skilled personnel responsible for ^ 
convening the various functional unit h^ads so^ that necessary planning, 
develqpmient, coordinartion , evaluation, ar^d communication take place. 
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Section 11 



ADMINISTRATIVE REORGANIZATION: 
RECOMMENDED PRIMARY FUNCTIONS 
OF / POSITIONS 



/ 



A « 



1/ 



■^1 



INDEX DF POSITIONS - \ 



^^^'AND ORGANIZATIONAL CHARTS>^ 



District Positions^ 



/ 



/ 



Organization Chart. ; . / , , , 3 

Prima.ry Function Statements 



Chancellor-Superintendent ; ; ... • 3 

Assistant Superintendent for Planning' and' Developm^^ 

Director of Educational Prograi^ Coordination ' [3 

Director of Fiscal Services ..... 3 

Director of /Personnel.../.: 4 

Administrative Assistant to the Chancellor-Superint^ 4 

Accoointing Supervisor " / * 

Auxiliary Services Officer ! 1 * 4 

Certificated .Personnel Officer 4 

^Classified Personnel Of figer . . .1 . 4 

.Communications and Public Information Of ficer I ! 4' 

Pata Processing Officer....^ 4' 

Educational Information Officer y////. /........!.../ 4 

Edupational Program Officer y^///. ./........!...... 4 

External> Funding and Development Officer . 4^ 

Pian't and Facilities Officer..^ • 4, 

POrchasi^ng Of fi^cer y//////. ................ 4' 



College Positions ' ' ' 
College of San Mateo "Organization Chart 47 

■ -■ \ ' *" /; ' 

^Canada College and Skyline College Organization Chart:'. •. ...^j.48 

, Primary FUnCt'ion Statments , ' ' 

President..... i 

Dean of Instruction 49 

' Dean of Student Services . ....... .49 

Administrative Assistant to the President (CSM only) !!!!!!!!!! 50 

J "Director of Admissions y and Records....... .WWW'si 

Director of Qareer and Occupational Education (CSM*only 51 

Director of College Rea'^iness' Program /{CSM only) ......SI 

Directot of Community Education.' i ... Ji .**!***52 

Director of- Continuing Education 1 ^ . . y^. .52 

Director of CqUnseaing Services.^ ! ! . ! j 53 

Division Directpi^/.^: 4 .....'.[.[[] 53 

Director of Instructional Services \ //. . . * * 53 

Director of Operations "/ .\. ......... .54 
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/ INDEX^QF POSITIONS 
ANp ORGANfzATIONAL CHARTS, 
' (cont.) 



College Positions (cent,) 



Primary 'Function . Statements (cont. ) / 

, . ' ' ' / • . 

pirectorVof Special Programs and /Services ^ 5 4 

Sup^ry^isOr o'f. Buildings and Grounds "....."....I' 55 

SjP^rvisor .of Fiscal -and Personnel Services (CSM only) 55 
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• Chancellor-Superintendent ' - ^ > . 

■ • . ' . . 

h To serve..as the chief administi^ative,..officer of the Dis'trict and 
executive.. officer of the Boargi of Trustees. - " 

.2. As ehief administrative ofjficer, to recommend and bear ultimate 
. responsibility for implementing District, Rules and Regulations and other Board 
actions in such areas as budget and" fiscal mapagem.ent, educational programs, 
student services , physical facilities , organizational structure, and staffing, 
including the appointinent, evaluation, assignment, compensation, transfer, 
and termination of all District personnel. 

« 

3. As executive officer of the Board of Trustees, to serve as official 
spokesperson on matters relating to Board policy and to conduct official 
correspondence oa behalf of the Board and provide official responses to 
; inquiries relating to Board policy and actlo;i. 

V • ' ■ 

, 4. To review^ analyze, modify, and determine approprlateness-of . all 

staff-prepared recommendations and reports in preparation for submission to 
the Bdard of Trustees for action or information. 

• • ' . " / ^ ^" '-^ ■? 

5, To be responsible for District and College goal-setting and'^tiie' * 
evaluation of progress toward these goals , by insuring thaife educational, 
fiscal, and facilities plans are developed for Board action and implemented 
following such actijcJn. " ' I . r 



^ Assistant Superinf^naent for Planning and Development 

1. To serve Ss. the Distrifct adhiinis^ator responsible to Jhe^ 
ChanCenor-Superintendent for managing the District's eduea.tional'^ocesse 
and.prog^ms, information systems and facilities . , — =^ 

.2, To Serve as Acting Superintendent in the absence pf the 
ChanceUgr-Superintend^t. - i •- 

. ■ 3. to dirSi;^ District-wide educational program development, coordin- 
ation, balance ,^ and.eyaluation; and, to develop, and Jire pa re program and 
planning recommendations for the Chancellor-Superihtendent and the Boarci of • 
Trustees. ^ ^: -v— ^ 

4, * To be responsible for and direct the District's administrative data ' 
processing 'operation. ■- • ~ . ~ ^ .. .. 

^ . • 5. Tp direct the development and implementation of the Distriot*s 
external funding program. 

ERtcirams ^° ^'''^''^ District-wide facility development and maintenance pro- 




' \ ■ • ■ ■ . ' ^ 39 

jpirectfc r of Educational "Prbgram Coordittati'on - 

' * ♦ ' ' ' * 

. ^ .1. ' To sevTe as the. District: administrator responsible to the Assistant 
^ Superlnte-ndBnt for: managing th© planning and evaluatiori of educational pro- ' . 
grams. •■ ■ • , • 

/ 

2 . To direct planning and coordination of the development and imple-^' • 
mentation of r?ew educational programs to insure that they cohform with' ^ • ' 
District goals and objectives, recommending the apprbpriate College for their 
placement; qnd to review and monitor existift^g programs to 'insure District -wide 
program balance and.aVoidance of unxvarrahted program duplication. 

3. To conduct, direct, and coordinate research to identify appropriate 
areas for new curriculum development and insure appropriate program evaluation 
tor determining .'effectiveness and ipodification needs, i 

» » 1 

4. Tcdeyelop, coordinate, and assist in designing and implementing 
staff development programs . 

. 5. To explore educational opportunities for multi-agency program 
development and make recommendations for appropriate operational relationships' 

/ ■ - - ■ . ■ ■ 

. Qirector of Fisc al Services 

-= — i 

■J' 

1. To serve-a^tiie-District administrator responsible to the Chancellor- 
Superintendent for managing the District's fiscal and business services. 

2. To plan, coordinate, recommend, and assume primary responsibility 
for the development and administration of the District budget; to direct and main- 

' tain budget- control and analysis; to approve all disbursements of funds; and to 
direct the preparation of related financial reports . \ 



^^-3_ .To provide support services to College Presidents and their desig- 

- ^ nated management representatives on all aspects of fiscal affairs and. business 
\ services . •, • 

\ . - » . . ■ - 

.4. To manage the District's investment program'and cash flow. 

• 5. To administer the District's comprehensive liability.,- property, _ 
workmen's compensation, and student insurance programs; and to direct the 
maii^t^nance of insurance 'records and ^'reparation of insurance reports. 

^- 6 . To direct the purchasing of equipment. Supplies , and' properties " 
■for the District; and to direct ti^e maintenance of the- inventory of all properties 
of the District . ' . , . J 

44 • 
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1. To serve as th$ District administrator responsible. to the 
Chancellor -Superintendent for managing a bomprehensive District personnel 
program, including recommendations for th4 employment] assignment, trans- ' 
fer, and tenirtination of personnel in accord with District Rules and Regula- 
tions and Board action. 

2. - To developJDistrict management positions on collective bargaining 
in accord with Board guidelines; and to coordinate negotiations and collective 
bargaining activities". . 

3. To direct the maintenance of personnel records and the conduct of 
personneUe search; and to report and make recommendations to the Chancellor- 
Superintendent and other apprbpriate line officers on matters of position con- 
trol ,. manpower levels, and staffing patterns. 

4. To interpret and enforce uniform District-wide personnel policies 
and practices; to provide for District-wide communication of personnel' policies 
and procedures; and to develop programs for staff recruitment and development. 

5. To administer grievance procedures for District employees; and to 
coordinate activities related' to disciplinary action and litigation involving 
District personnel. ' ' . . - 



Administrative Assistant to the Chancellor-Superintendent. 



1. To serve under the direction of, and upon assignment by, the - 
Chancellor-Superlntendenfas the District-administrator f5r monitoring/ expedit- 
ing and reporting on matters relatingsto the activities and responsibil/ties-of " 
the office of the Chancellor-Superintendent. j 7 



\ 



■ • . 2. To insure conformity of personnel actions with the Distfrct affirma- 
tive action policy. • - ' • 

3.- To develop apd maintain liaison be^een the Chancellor-Superin- 
tendent's office and other District Office units, as.well as with appropriate sta^f 
of .the Colleges . n • . ♦ 

: ■ ■ ' " 

,4. To provide administrative assistance, as required and authorized by 
the Chancellor-Superintendent, to other District Office units. ' ' 

5. To represent th^ District, as dir^cted-by the Chancellor-Superin- 
tendent, at,meetings arid special occasions . ' V 



•\Acg^untirto Offi^o>- ' ' ' V' \ 

^•\To serve as the District administrator resbonsible to the Director 
of Fisca^ SdK^ices for implementing the District's ^ccdunting functions in the 
-area's of pa yrdil; accounts payable, aecounts receivable, and general account- 
ing. • / 

2 . To a5sisN|lvthe development and refinemer|t.of the accounting 
structure and system to^^ure compliance with Federal, StatQ, and County 
requirements. 

. 3. To advise District ahd College personnel on accounting policy and 
procedures. ' \ 

\< * 

4. To prepare regular and special. financial reports as required. 



Auxiliary Services Officer 



1. To 

of Fiscal Servic 
bookstores , foop 
services. 



Serve as the District administrator respo"hsible to the Director 
5S for implementing the accounting system for the District's 
services, student governments', and student financial aid 



2. To 
cedures for all 
prepare financia 



3. To 
tions of auxUiaijy 



c|?velop, maintain, and evaluate system standardi and pro- 
uxiliary and student financial aid fiscal op6rations,\ and to 
1 statements and analyses for such operations. 



cjoordinate with appropriate College personnel the 'fiscal opera- 
services within the guidelines of District policies. 



Certificated Personnel Officer 



1. .To serve as the District administrator responsible to the Director, 
of Personnel for implementing District personnel policy and Board action regard- 
ing certificated' employees, including the processes of employment, assignment 
transfer, and termination . 

^ - 2. *To apply the District's affirmative action, recruitment, and evalua- 

tion programs for^certificated employees. * - 

3. To provide advice and counsel to certificated employees on compen- 
sation, credentialing, leaves, employee* benefits , professional growth .programs 
' re.tirement, and other aspects of District personnel policy', • 



ERIC; 



4. To develop and, maintain "a system of personnel records for certifi- . 
cated employees which meets Federal, State, and District requirements. 

^-•* : ■ 46 ' 



, ' Classified Personnel Officer * . ' 

A V 1. To serve. as the District administrator responsible to the Director 
\i Personnel for implementing District personnel policy and Board at&tion regard- 

classified employees, including'the processes. of employment, assignment, 
transfer, and termination. ' " \ ^ . 

2. To apply the District's affirmative action, recruitment, and^v^lua- 
'tion programs for classified employees. ' "^v, ' i ** 

3. To develop and adminisjter the District classification system; a^d to 
(^evelop.and direct the applicant te£i ting progranlfor classified posiUons, 

4. To provide advice and counsel to classified employees on^ompen- 
•sation, classification, leaves, employee benefits , retirement, and other aspects 
of District personnel policy. 

To develop and maintain a system of persoaael records for classi- 
fied employees which meets Federal, State, atid District requirements. 

r 

Communications and Public Information bfficer 

1. To serve as the District administrator responsible to the Chancellor- 
Superintendent for implementing the District's communications and public infor- 
mation program directed to District employees, the news^mpdia , and the 
community. - - 

2. To coordinate College communications and public information pro- 
grams with the District program. ' ^. 



3. To plan, develop, and coordinate" tha preparation ofj official publi- 
cations of the' District, including Board reports. Board meetiJig Summaries, news 
releases, community and staff newsletters, brochures and fact sheets. 

4 . To draft, undej the direction of the Board and Chancellor-Superin- 
tendent, statements of policy and administrative^procedure. . 



^ 5.. To monitor legislative developments, related to community. colleges , 
and develop statements of position far cons ideration-*y .the Chancellor -Superin- 
tendent and the Board of Trustees. " . ' . ' ■ 

. Data' Processing Officer ' / 

■ . ■ v . ■ ■' 

1. To serve as the District administrator responsible to tjie Assistant 
Superintendent for conducting aSftivities of the District's adjninistratlve data 
professing center. 

ERIC 




Data Proce ssing Officer ^continued) . - . ' 

,2. To establish gnd implement, In consultation with District and 
College a'dmlnlstra tors, standards, procedures, and schedules for data entry 
and^other clerical processes that Interface with the data processing center. 

A \ 'J ^ 
' 3. To prepare budget recommendations for the data processing center 

in accord with established objecUves , to Implement the budget as approved 
and to maintain records of data processing operations and expenditures. ' 

« 

4. ; To make recommendations for equipment and system modifications 
on the basis of current data processing technology iri. order to maximize the 
eiiiciency, of workflow in the d$ta processing qenter. 

•< — < ■ . • ' gs 

Educational Information Officer 

1. ■ To serve as the District administrator responsible to tfte Assistant 
Superintendent for conducting and coordlnaUng District-wide research and 
for developing and maintaining a pistrict educational informaUon system. 

2. To design and implement an infoiTpatlon sys^lem which wilfsatisfy 
governmental reporting requirements and meetithe needs of management for- 
information in planning, evaluating, and decision-making, as well as other 
staff and student infonpation needs. 




•3, To conduct District-wide research and 9<5^dinate research by 
Diswct and .College personnel, anticipating and responding to the- information 
needs of the Board^of Tmstees and of District and College management: 

4. To organize and direct Dlstn.ct administrative computer ' \- 
programming efforts, making bud^fet recommendations on computer hardware 
and software as they relate^to the development of the information system. 

Educational Program Offlrp r , •■ " ' 

- \ • . • , ' 

of vA ll^ ' '^"^^ '^^^ Di^^^^t administrator responsible to the Director 
of Educational Program Coordination for technical ahd operational assistance . 
Dls^lct -^^^ evaluating the educational programs of the , ' 

^r.'n,c I' ^^^elopn^ent Of annual plans for occupational pro- ' 

tionalV.Mm^' P^^-r"''' '""^^^^ services, community services, and educ^- 
proSm goalf.'' ' achlevlrig the established 

■ % 1 " ^ 
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Educational Program Officer (continued) 

3. To assist in the development and conduct of community needs \ 
assessments and employment market research preliminary to program develop- 
ment. 

4. fls^conduct appropriate educational research. 
External Funding and Development Officer 

1. To serve as District administrator responsible to the District 
Director of Educational Program Coordination for implementing the District's . 
external funding and project development programs. 

f 

2. To develop! through the use of external funding, educational and 
operational activities designed to improve instructional programs and student 

' '^services. ^ 

3. To evaluate, review, and make recommendations for the .strengthen-- 
ing of applications and external funding proposals that are transmitted from 
faculty and administrators to the office of the Assistant Superintendent. 

4 

4. To evaluate the results of developmental projects and assess 

, their achievement of stated objectives; and to prepare evaluation reports for 
potential reneV/aFof external funding. , ^ 

^ S.' To develop and maintain procedures for reporting on programs and 
claiming of external funding. " . — 



Plant and Facilities Officer 

1. To serve the District administrator responsible to the Assistant 
Superintendent for implementing plant an:^ facilities activities throughout the 
District. ' " • ^ 

2. Under the direction of the Assistant "S^aperintendent, to consult 
with architects, engineers, and District personnel on the design criteria |or 
construqtion and alterations of College. buildings , roads,' parking lotg, 'and ^ * 
utilities-i and*1:o assure compliance with ciontract documents, inspection 
requirements ol the State Division of Architecture , anH local codes and regula- 



tions. - J 



/ I 



3. -To maintain contract fil'es; including plans anc^ specifications; to 
, execute change orders.; and to. verify and -approve aJl progress payment requests 
* ' < . "* • ' 

ERIC • . \^ : * 



> Plant and F^cilitips Officer (continued) ; 



4. To review requests for minor construction, remodeling, and other 
work; and to make cost estimates, draft prints, and develop recommendations 
for action regarding such work. 

5. To coordinate the preparation and administration of budgets for 
buildings and grounds operation and capital outlay projects, including expend- 
itures and approval of work requisitions and purchase orders. 

5. To recommend and implement -standard operating policies and pro- 
cedures for buildings and grounds operations; apd to conduct physical inspec- 
tion of facilities to insure compliance with Di'strict standards . 



Purchasing Officer 



\ *'^'^-J'° ^^^^ ^2 District administrator responsible to* the Director 
o^Fiscai SerVii^s for implementing. the purchase of su^^plies and equipment, 
inclumng:;^he corJd;ict of bidding procedures, appi-oval of purchase orders, and 
egtablishmen>ofj^urteha sing schedules . ^ . . v 



> f 



2 . To advise DistricTajid College personnel on purch^^tng policy , 
and procedures. " ' ' ■ \ '"fc— ^ *^ - ' . 



^3. To maintain th§ necessary record/a»^r classification, inventory, 
-"and disisosai of aliJDistrict property and for'iJeSi^Msal of all surplus District 

4.- 10 recoram^d ffqtion on Ciontracts and agreem^nl;s, .and to prepare 
.reports on contractual ^d purchasing' requirements . ^"^^ ^ 




5. To recommend procedures jforjand supervise the operation obs%i teal 
ores. District mail se^ce', and Dis'trict Office centra I'duplicating seTvl^ 

' 6 . To administer the Districfiwide records retention and ri'sk iriaiiage- 
ment\programs. , . 
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President * » • • - 

1. To serve as^the chief administrative officer o^ the College,, 
assisting the Chancellor- Superintendent in providing educational leadership 
for the District /its Colleges, and the community. 

,2 . . . As .6hief administrative offiper, to recommend and bear ultimate 
responsibility for implementing at the 'College level District Rules and Regula-r 
*tions and administrative procedures, providing for a balanced instructional pror 
gram and' comprehensive student services to meet community needs/ i- ' 

3. To'direct the development arici administration of the College 
budget; to direct the continuous review and evaluation of the programs and 
services of the College; and tq direct the performance evaluation of College 
personnel. 

4. To develop and maintain an effective program of community rela- 
tions and public information in the-service area of the. Coll^'ge. * ' 



. Dean of In^struction 

1. To serve as the College administrator.respohsible to the Pre'sident 
for planning, organizing, and evaluating the instructional' program in accord with 
District Rules and Regulations, program objectives, and student needs. 

2. To lead and coordinate innovative efforts for staff development 
and the improvement of the instructional process. . 

' r ^ ' • 

3. To develop the instructional budget recommendation and administer 
the budget a§ approved* - ' ' * 

■ • / ' 

'4. To direct the development and implementation of the schedule of 
classes in accord with current assessments of 'student need. 

^-^Tp direct the performance evalu'ation of 'instructors I instructional " 
administrators, and support staff, and recommend certiffcated personnel actions 
to the President. 

4& 



Dean bf Student Services 



ERIC 



1. To serve as the College administrator responsible to the President 
for planning, developing, organizing, and evaluating the student servfces pro- 
gram,, in accord ^th District Rules^'and Regulations, and administrative and 
established goals. 

54 • ^ 
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Dean 6£ Stutdent Services (continued) 

2/ To develop the. budget recommendation for student services and 
administer the budget as approved. ^ r 

^ 3. ; To direct the supervision of students on campus and -at College- 
related activities . • * , < ■ 

• * ^ 4. To direct articulation activities with apJpropriate secondary 
schools and four^ year transfer institutions. ' ' ' , 

■ , V ■• ' ■ ' ■ ' ■ ' ■ ^ 

^ Administrative Assistant to -the President (CSM only) 

1. To serve as t|ie College administrator responsible to the President * 
for coordination of ail College-level administrative ^activity; to recommend 
admijiistrative procedures; to coordinate the'pfeparation of news releases for 
.the media; to coordinate the publication of College brochures^ catalogs, schedules 
forms , and promotional material; to coordinate the scheduling and conducting of 
College meetings and campus. visitations • «^ , • 

2 To develop and maintain effective liaison between the President's 
Office and other College administrative units, as ;;v^ll as with appropriate staff 
at the District Office". 

\ 

3. To monitor the preparatiorr of CoUege^reports for subjnission 
within the District and to outside agencies. 

^'4. To represent the College, Ss.dirfepted Bjy the Presideift, at meetings 
and special occasions . , 

' Director of Admissions, and Records . 



4^1. Tp serve as the College adminristrator responsible to the Dean of 
Student Service? for planning, developing, organizing, and evaluating college 
admissions and records seryices in cooperation with the District Educational 
Inform^tida Officer"; rand in acdord with District Rules ahd Regulations and 
Ifegal >requirements . * " ' ^ 

2. -To di^rect and conduct student registration. ^ ' 

• 3. To develop bddget recommendations for Admissibns and Records 
ar^d administer the 'budge^ as approved. > \ * 

'4. To advise antiparticit>ate in the preparation of ehrolintent projections , 
student brbfiles', and oH^r data reports for planning purposes* ^ , ' ^ 

' ■ ' " . ' ■ 55 

Q / 5. To administer ihe financial aid and. veterans' as|istance programs; 

ERXC^^^-W^^^^^^ efforts to secure ex^lmal funding for special^id programs. (Cafl^da 
only) / . ' ' • fi 



\ 

^ Director of Career and Occupational Education (CSM inly) " ^ 

. * 1. To serve as the College administrator responsible \to the, Dean- of 
Instruction for managing career and occupational programs, including the coor- 
dination* aad -review of programs with Citizen advisory groups . 

2. To develop overall budget recommendations for career and occupa- 
rional programs in accord with program goals, objectives, and guidelines as 
they relate to community and student needs. ' - 

''J • ' ' ' 

3* To provide direction arrd assistance jto instructors on matters of 
career education^ 



1 ilO 



A.' To supervise the program of cooperative education anid student 
placement with its relationships to business and industry^ 

. 5, Ta prepare short- and Ipng-range career and occupational plans 
for programs^of the Colleg^and to report on progress and achievements of these 
programs • ': 



-Directpf'^bf College Readiness Program (CSM only) ^ . - 

- . ^K'' ^ TQ::^erye as the College administrator responsible to the Dean of 
Student S'erviices fo'rVthe^conduct of the College Readiness Program, 

. V 2/ To;.1r^ojnmen/4. ctujiculum development of special interest and need 
for -studehts within the College Readiness' Program. 

3,, to d^elop the- College Readiness Program budget recommendation 
and adhninister the budget as approved* ^ 

4* To oversee the selection and training of tutor supervisors and 
tutors, direct their activities, and evaluate their performance^ as well as that 
of pther Colle^ Readiness personnel. ' < '• 

5^. To interpret and represent the College Readines^ Program to the 
QoUege and comnjunity. / * . • . 

6. To coordinate College multircuUurqiL programming activities and 
administer the Extended Opportunities Programs and Services (HOPS) project. <^ 
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Dirfe-ctor of Community Education ^ 

♦ 

' 1. Under the direction of the President, to plan, organize, develop, 
coordinate, and evaluate the College's community education program and other~ 
non-credit instructional activities , includiug forums , short courses, institutes, 
lecture series, and cultural events. 

2. To recommend and administer tJ)e community education budget; 

~ to direct the registration of participants and collection of fees for community 
education courses and programs; and to recomrjend the appointment of profes- 
sional staff for c.ommunity education activities. 

3. To coordinate, with the Dean of Student Services and student 
representatives, public programs sponsored by student government. 



4.' To direct the dissemination of inforBatiocion College^ programs 
to the news media of the College and comnmnity. fca^i§=€^~Skyrine)~~r 



Diredtor of Continuing. Education 

^ \ - 
1 . To serve^as the Cdttege^mlni'strator responsible to the Dea"n of 
Instruction for managing th# <?ontinuing eWcation and summer programs. ' Z 




2. To direct the recruitm^n^ recommend the selection, and evaluate ' 
the performance of continuing educatibh faculty and staff in concert v^lth the 
Division Directors. ' ' ' - 

3. To develop and recommend the budget for the continuing education 
and summer session programs, and admfni-ster the budget as approved'. 

• , 4. ^_^To_estabiish and implement the continuingrMifcation and summ^ 
-session scheduleTirTeoncert with the Dean of Instruction and the 'Division 
Direc^o'rs. • • , , ' 

5, To proxade assistance and direction to community groups requesting 
on--campus or off-campus instructional services for qfedit in accord vsrlth Board 
policy and administrative procedures. . . , ■ . ^ . 

6. To direct the supervision x>l the campu? during evening; weekend 
a^id summer class hours. '* 
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Director of- (|Ounselinq Services 

* 1. To serve as the College administrator responsible to the Dean 
of Student Services for deve l oping , orqan iziaq^^dlrectlnq , maintaining, and 
evaluating the College counseling program and services. 

'I 

2. To conduct follo^r-up studies on former students in cooperation 
'//ith the office of the Assis'tant Superintendent for Program and Planning, 

3. To conduct staff development activities and in-service education 
for counselors, in conjunction with District-wide programs. 

4. To develop the counseling services budget recommendation and * 
administer the budget as approved. . 



Division Director 

• * * 

1. To serve as the College administrator responsible to the^Dean of 
Instruction for the leadership and management of ttie division's day, evening, 
weekend, and s'umiAer programs. 

\ 2 . To direct and coTiduct curricultfm development for the division in 

/ accord with District and College policies, procedures, and objectives. 

"3. To plan and direct a compreheas.lve -staff development program for 
the divisl'oirrn concert with the Office of Instruction;- to supervise the performance 
* evaluation of divisional faculty and support staff; and to recommend personnel 
actions to the Dean of Instruction. . - 

4m To plan ;9ncfre commend the division budget to the Dean of Instruc- 
tion and administer tij'e budget-as^aiXprovedT^ ■ ^ ^ 

^ 5. fo establish: and implement the division q^s scheduife in^concert 
with the Dean of Instruction and the Director of Continuing Education. 

Director of Instructional^ Services 

1- ^ To serve as the College administrator responsible to the^Dean of 
Instruction for developing and mafir^taining a comprehensive learning resources 
program in support of instruction. ' : . 

2* To manage the operations of the library, media, audio-visual, and 
instructional materials development centers. ^ 



Director of-Instmctional Services, (continued) ( - • ^ 

' ' ' , '. 

3. To provide leadership and assistance to faculty *regardi*ng / 
instructional development, innovation, and the utilization o'f external fundW-g 

, opportunities. . • ' ' " ^ 

4. To develop^and recommend the bud^t forfthe instructional service 
centers and administer<!the budget as approved. 

■ ■ .. • • 

. . ' -5.., To direct the planning and operation o| the District's leducational 
radio and television stations. (GSM only) 

% ' ' , 

6. To conduct curriculum development, especially in the a j:ea' of 
occupational programs;-and to direct the operaUon of the computer laboratory. 
(Caftada only) . ' ^ • .. 

Director of Operations - " . 

1. To serve as the College administrator responsible to-' the President 
for plant maintenance and general support operations. 

2. To assist the President in the development and control of the 
College budget. j . ' * 

3. . Following District R'ules and Regulations and admihist^tive pro- 
cedures, to direct campus security and auxiliary enterprises, and coordinate 
with the District Plant ahd -Facilities Officer the maintenance of buildings and 
grounds at the College. 

4. To serve as liaison to the District^^lDff-icaun i^kssified'persQiineT ' 
and fiscal matters . -r-^ • '"^^Il>^ 

Todirect the special scheduling and use of College facilities , « 
in accord with D|^ct Rules and FegulaUons and administrative procedures. 

. — ' — ^ 

.==^=B^geeter=gf^'S^cia 1 Programs and Sen/ices » 



Jl. To serve as the College administrator responsible to the Dean of 
Student $erviceS for planning, developing, directing, and evaluating College 
special services, including programs for the disadvantaged and di^alpled; stu- 
dent financial and special aids ,^ and student government and activities. 

■ 2. To develop the budget recommendation for special services pro- 
grams, and administer the budggt as approved. ^ . • ■ 

59 / 
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Director of Special Programs and Services (continued) 

^ 3,. To develop, in coopera'tion with the Dist^rict External Funding an<l 

DeVei&fimeQXOfficer ^ opportunities for securing external funding for special 
services programs. ~ 

4. To plan and direct the student activities procfram Iji conjunctlon\ 
with student leaders; and to server as advisor to the College's student govem- 
ment, ^ * ... 



Supervisor of Buildings and Grounds ^ . * " - 

1. To serve as the College adminigtrator resptmsible to the Director .v ^ 
. of Operation^ for the maintenance of buildings and grounds, ^ . . 

2. To plan, coordinate, and monitor the vy:ork assignments and ' ^ 
schedules of buildings and grounds personnel. 

3 . To as'sist Jhe District Pl^nj: and Facilities 'Officer in developing 
a preventive 'maintenance program for College plant and facilities; .and to ' 
implemenrt this program, maintaining appropriate records, 

^ 4. To assist injhe preparation. of the buildings and grounds budget; / 

and to recommend 'purchase's of equipment'and supplies. 

5, To secure bids for contract services related to buildings and 

grounds^ subject to approval by the District Pl^nt and Facilities Officer. 

\ 

-Supervisor of Fiscal and Personnel Services (CSM only) 

. ' 

1. To serve as the College a°aministrator responsible to^ the pirectpr 
of Operations for the ma1ta«f«men*t of College fiscal and personael/services . 

* 

^ 2. To coordinate the development of the annual College budget and 

develop budgetary recommendations to the District administration; to monitor 
College expenditures to insure thai they remain within the budget allocati<6n, <^ 
and provide regular reports on such^matters . 

3. Under the direction of tffe director of Operations, to, monitor all 
College-level personnel procedures and record-keeping, insuring compliance 
with District Rules and Regulations, and administrative procedures; and to monitor 
procedures and goals pertaining to affirmative action. * ' ^ 

4. To assist the Director of Operations in liaison with- the. District , 
^ Office in cl^ss^ified personnel and fiscal matters, 
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FOR ADMINISTRATIVE ^SITIONS 
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As Section II v^rovi^ed descriptions of the administrative 
positions^ affected by the .changes outlined iii' Section I, Section 
III will delineate the qualif icatibris for those jobs, including 
credentials, professional experience, edlication and key adminis- 
trative abilities^. 




\ 
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DISTRICT POSITIONS 



bo 



4 



' AssistHTit Superi-nfeendenb for Planning an4 pe\^elQpmeA'tr ^ / 



Serves -as the District administrator responsible to the ^hencellor-Sup^irinteJident 
for District-wide educ^ationai prograrfiming and, planning. 



.Qualifications: 



1. Credentials California community college chief "administrative officer 

I credei^tiaU California community college instructor * 

^ credential 4n a subject'area taught in this District. 

2. Professional Demonstrated effective community college administrative 
Experience ^ experience and successful teaching experience whicJi^ 

included responsibility for curriculum design, develop* 
ment, and evaluation. Top-level management and 
planning experience required, including budget develop- 
ment, fi^al -management, a rid^pe|3onnQl administration. 

3. Education Graduate study in planning, systems design, manageipent, 

and curriwlunv^gsign and evaluation. 



OR A background of ^ucation and experience substantially 
equivalent to requiiWents 2 and 3. 
S * . . 

4-'' K^y . becaonstrated effective leaders hip-aitU^in plannin^^. 

Administrative devalo^ing, and evaluating a CQinprehfensive educational. 
Abilities program a4;^ the college level. ^ 

♦ Demonstrated ability ih analyzing the social, political, 

^ . — ^__Qnd economic factors effecting higher education. • 

Demons trate'd^fff festive* a bill ty *in dirjecting the design * 
and implementation. of-eifective student sfervices, 
instructional programs ^ a^d manageriienmnformation 
^ systems , . * 

Knowledge of skills required to organize, direct, and 
utilize research in educational planning, ^development, 
and evaluation, with demonstrated positive results. 

Knowledge of developments In instructional technology 
^ana^theli:.Mtentl31 application in community coilege 
curricula .^^^^"--—^ . ' i ^ , 

• - \ ] • 

"TTftowledge of an& abiTIfy^to^^^ttpl^enl^^ federal, 
state, atid. local la ws., which, gov ern^omim^ 
'^educational programs.^ 
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Demons traf(a!d.^ffedtivene^ in articulation of f 
individuals and groups. ^ 

Demonstrated ability to motivate persons to accomplish 
assigned projects within specified time schedules. 

' 64 



px rf^ctor of Educational Program Coordinatj.on ; ' ./ 

Sery^Os the District administ?rator responsible "to the Assistant Superintendent 
for planning and evaluating educational progran\^ goals and objectives in accord- 
ance with Board policy. ' * ' 

Qualifications: v 



1-; Credentials 



2; 

) 

3/ 



Professional 
Exji§^rience 



Education 



\ 



OR 



Key ^ 

Administrative 
Abilities ^ 



California community college supervisor credential. 
California community college instructor credential in a 
subject area taught in thi€s, District. 





Demonstrated effective commui;iity college administrative 
experience with success in lea\dership a*hd coordinative 
roles. Experience in community college teaching, as . 
4 weir as curriculurq design, development, aiid evaluation. 

. ■ c ■ 

Graduate s.tudy in. higher education curriculum design, 
development, and e^luation,/educational te^nology , 
and research methodology. - : 

A background of education and experience substantially 
equivalent to requirements 2 and 3. ^ 

' . ; 

Demonstrated ability to direct job market and m^jnpower 
research as it applies to community tfoUege- curriculum 
design, development, and evaluation. 

Knowledge of curricu]\im structure and transfer require- 
ments of four-year colleges and universities. 

\^ 

Knowledge of educatienal technology and delivery 
systems appropriate to community college educational 

^rogratns, and ability to cootdinate their effective 

•Utilization. ^ . 



Ability to interpret and utilize complex data reports 
produced by student, course, fiscal, facility, and 
f demograS^ic information systems to identify areas for 
new curriculum development, evaluate educational 
programs , and for other related purposes* 

Demonstrated ability to commuriicat^ effectively, 
both orally and m writing, with administrators, 
faculty, students, and the public, as well as govern- 
mental agencies . r— 

^ bo . 
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Director of Fiscal SeWices* 



^ Serves as the pistrict administrator responsible to the Chancellor-Superint^fldeTtt 
r for the District's fiscal and business services, * ^ 

^}j/lihca tio ns : 

1. Credentials - None required. ' - 

2. Professional Successful experience in college administration^ith 
Experience specific responsibility for financial managertrentT 

budget preparation alid control, and Felated fields. 

3. Education Master's .degree in business administration or public 

school administratioa, including ?dvan<^ed study in 
community college finance and business affaires 

/ . .. . - 

, Tf . > 01^ A background ^Jf education, and experience substantially 

* equivalent to requirements 2 and 3. 

4* Key Thorough knowledge of the ^)rinciples and practice of 

, Administrative • community college fiscal affairs • 



Abilities 



Ability to administer effectively the District's fiscal 
^ services program, ensuring bomplia nee with legal 
requirements, Board policy, and estal^lshed adminisr^ 
trativg procedures, . 

Ability to direct the maintenance of comprehensive fiscal 
and business records systems, and to prepare timely and 
succinct \^ummary reports of complex data. 

Ability to communicate effectively, both orally and in 
• writing, with administrators , faculty, classified staff , ^ 
and the public, as well as governmental agencies^ 

Ability to initiate and maintain accounting procedure;^ to 
assure orderly receipt and disburseWnt of funds. ^ ' • 

Demonstrated ability to manage an investment program* in 
compliance with legal requirements and Board policy. 

V 

Knowledge of and ability to direct appropriate purchasing 
and supply procedures for personal and real properties. 
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Director of Personnel . / ^ ^ ^ ' 

Serves as the District administrator responsible to the Chancellor-Superintendent 
for the^ District* s pers^onnel program . 



Qualifications: 

' 1. Credentials 
• c » 



Professional 
Experience 



3. Education 



OR, 



4. Key 

Administrative 
Abilities 




California community college supervisor credential. 
California community college instructor credentia.l 
in a subject area taught in this District, 

Demonstrated effective commuhitycbllege adMnistrative 
experience and successful teaching exfJerienc^,^" prefer-^ 
ably in institutions oX higher education. 

Advanced study in community college education and public 
personnel administration.X 

A background of education ahd experience substantially , 
equivalent ta requirements 2 and 3, 

Demonstrated ability to desighl develop^^ and administer 
an effective comprehensive personnel program for both 
certificated and classified employees. 

Demonstrated ability and experience in conducting 
personnel negotiations. 

Demonstrated ability to assure cWormance of a community 
college personnel program, including collective bargaining, 
with applicable federal, state, county, and local laws 
and regulations . ' ► ' 

Demonstrated ability to'cortimunic^ate effectively, both . 
orally and in writing, with aximini^strators , faculty,^ 
classified staff, and the public, bs well as governmental , 
agencies . J 

Den^onstrated ability in effective, supervision of support 
staff. - ' 

' ' \ 
Knowledge of current developments in the preparation of 

position descriptions, task elements, qualification t^eiuire- 



ments, and recruitment and training procedures. 



Adminigtrative Assistant to the , Chancell or-Super in t^nd^n^ 

i ^: ' ' ~ " 

■ ^rves as the District administrator responsible to the Ch'Sncellor-Superdntendent 
for CQordination of administrative activity to insure timely inlplementation of 
management decision^ and completion of management tasks, 

Qualifipatiofis: 



Credentials 



*None required. 




Professional 
Experience 




Successful experience ii;i administrative management 
and/or community college teaching. Expenenc^ 
must demonstrate ability to motivate and expedite 
action by -various organizational units • 



Edupatii 



I 



OR,' 



4 . Key 

Administrative 
•Abilities . 



Bachelor-''^ degree from an accredited institution • 
Study in m^l^agement and'ee«munication. *C " 

A background of education and'experience subsj^tially 
equivaJent'to requirements 2'aFid3, " ^ 

' : ' \ 

Demonstrated ability to 'coprdin^te the completion of 
majiagement'ta'sks by I^istrictend College adminis- 
t trators. " . .J . ^ ^ 

^Ability to tomm\n>6ate effectively^ both ^ar^ily. arid in 
writing with individuates andgi^oupS. 




Demonstrated ability to inswe compliance ^itl^v^ 
martda^ry affinrfative action policies an(i laws df 
'fede^wf state , county, and local jurisdicfUbn^.i^ 



Q / Ability lo assume public^ relations responsiSilit^e*'^ 
"^■"^--^ al^/representative of the Chancellor-Supeript^ndent ^ 
when so designated. ^ ■ ' " 
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Serves as the District administrator responsible to the Director of Fiscal ^ * 
, Services for the administration of District accounting functions: payroll, ^ 

accounts payable and receivable, and general accounting. . ' 

; 

Qualifications: 

I, Credentials r None required. V - ^ 

2 , Professional Successful experience with significant responsibility 
Experience in public agency accounting functions . 

3, Education Professional training .in public agency accounting 

techniques. ' ^ ' ^ 

OR. A background of education and experience substantially 
equivalent to requirements 2 and 3. 

^ Demonstrated ability to direct the maintenance of com-- ^ 

Administrative prehensive community college accounting systems. 



Abilities 



Ability to implement federal, 'slate, county, and local 
policy and regulations affecting community college 
accounting systems and methods. 

Demonstrated ability to communicate effectively , /l^oth ^ 
orally and in writing, with administrators, faculty, and 
classified staff. 

- ' . Demonstrated ability in effective supervision of support'. 
. staff. 



\ 



Ik. 



\ 
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Auxiliary Services Officer 

^Serv^s as the Dbslrict administrator responsible to the Director of Fiscal 
Servfces for the administration of the accounting systems for the District's 
. bookstores, foo^ stervices, student bodies, and student financial aid 
s.ervices. " * ^ 

Qua-li^icatipns: 

1. Credentials Nor^ required. 

2. Professional. , Successful experience with significant responsibility 
, Experience in college accounting involving, bookstores , cafeterias/ 

9nd financial aid programs and sdmilar operations. - 



3. i Education Substantial^ profess^ional training in college business 

procedures related to cost and inventory control and 

^ ^ .i ^ , accounting services for operations such as bookstores, /. 

food services , and financial aid disbursement. 

J OR A background of education and experience substantially 

' equivalent to re'quirements 2 and 3. 

Demonstrated ability to direct the maintenance of account- 
Administrative ing'systems for community college bookstores cafeteria s , 
Abilities • ahd financial aid disbursement. 

Ability to implement laws and regulations affecting the, . 
operation of community college bookstores cafeteria s , 
and financial aid disbursemeht.pr<5graifi'S . 



Demonstrated ability to c<^mmuhicate ^tfectively, both 
orally-and in writing, with^^dHiinistrators-, fagulty, and 
classified staff. ^* ; . 



Dembn'strated-ability in effective supervision of.support X 
staff. 
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Certificated Personnel Of ficer \, ' ■ '/ ' ' . 

Serves as the District administrator re-s.j5onsible to the^ Director of Personnel 
for the administration of District policies regarding bertificated.employ^es.* 

'■■Qualifications: " ' •■ • ' , ' " . ■' ' ; 

• ' ■« ^' " , . . ' 

1. Credentials , California community college supervisor credential. - 
• '■* .' Cali-fornia community college instru ctQf "^credential 

• in a subj'ect area taught' in this District.'' 

2 . Professional ■ , Successful certificated employment" in higher educa- 
:. > £xperiehce \ tion, including, demonstrated effective Qicperieni^e in 

■ the selection &nd evaluation of i:;ertificated employees . ' 

3: Educatibn ^ Advanced study'^in community .college edijcation and 
^ . ' ■' personnel administration. ' 



OR. ' A background of education and e^cperien^e 
equivalent to re<jui];ements '2 and 3. • 




- .4 



Key. - -iDemonstrated ability to impl^fhent federal, state, county. 

Administrative and local laws and regulations' concerning certificated 
Abiimes , community college' personnel! . 

I 

Knowledge' of and ability to implement effective certifi- 
cated staff development techniques and programs. 
\ ', ; ' 

,, Knowledge of civil rights laws and a ffirmative a^ction 
. on pr;nci{5les as they appl^^o community colleges . 

Demonstrated skills in oral and written communication, 
and the ability to work well with people 

■ / ^ 

Ability to coordinate effective professional growth and 

; ' sabbatical leave programs for certificated employees. 

- -Ability to develop and maintain a system of personnel 
records for certificated employees which meets federal, 
, ' ^ state, and District requirements . 
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Classified Personnel Officer 

Serves as the District administrator responsible to the Director of Personnel 
for the adminis^ation of District poiicie^ regarding classified employees. 

Qualifications: * - ^ ~ - - ~ ^1- 



1. Credentials 

2. Professional 
Experience 



3. -Education 



None refluired^ 



Successful employment in higher education personnel work 
involving decision-making responsibility in thfe 
selection and evaluation of employees. , . ^ 

Bachelor's degree from an accredited institution* 
Advanced 'Study in higher education and personnel . \ 
administration. 



OR 



Key 

Administrative 
AbiliUes 



A^ckground of education, and experience substantially 
equivalent td^reqairerrt&Dts--2-^^d-3->:^ ^ 

Ability to implement federal, state, county, and local 
. laws and regulations concerning classified community 
college personnel . — ^ 

Demonstrated knowledge of and ability to implement 
classified .staf^ development techniques and programs . 

Knowledge of civil""rights laws and affirmative action 
principles as they apply to community colleges . . 

Del^onstrated skills in oral and written communication, 
and the ability to work well with others. 

t • • 

Demonstrated ability to develop and maintain personnel 
classification systems for community college classified 
employees . , < 



V 
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^ CoromuiWcations and gublic I^fforwation Officer 

Serves as the District administrator responsible to the Chancellor-Superintendent 
for recommending and implementing t^ District's comirfunications and public - 
information programsdirected to Di^rict em-^loyees , the news media, and the 
community. ' y 

Qualifications: , " . 

1, Credentials 

2 
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Professional 
Experience 

Education 



None required. 



Successftn experience in.college communications work, 
including public information, writing, and editing. 

Bachelor's degree from an accredited institution,- witA 
a major in journalism , English, or closely related ' > 
field. ■ • > . . / 



OR. 



Key - 

Administrative 
Abilities 



A background of education and experience substantially 
equivalent to requirements 2 and 3. 

Demonstrated proficiency in p,ublic. information, writing, 
and editing. ^ . 

— ? 

Knowledge of community college jiublications design and 
production processes. f ■ . . ' _ 

Demonstrated ability to supervise the work of writers, * 
photographers, and graphi^deslgners. ' ' 

Ability to anticipate and respbnd to the communications 
needs and interests of the community. 

Ability to prepare' concise written. communications of 
official policy and procedural matters to certificated 
and classified personnel. 

Ability to maintain effective relationships with repre-. 
sentatives of the local press and other communications 
' m^edia 



V - Data Processincr Officer ' ' 

Serves as the District administrator responsible to the'Assistant Superintendent 
- y ' for managihg the activities of the District's administrative data processing 
center, coordinating compute^operatiofrs with the activities of programming. 



Qualifications: " ' 

» 

1. Cred^tials None^ required. 



2. Professional Succe'ssful experience in the operation and supervision- 
Experience of higher education ^administrative data processing. 

' systems. - 

3. Education " ProfessiohaLtrainin^ in data processing", preferably •' 

with a major in mathematics , statistics or other '- 
:'• : . . ^ ■ closely 'delated field. 

OR A background of education and experience substantially 

' equivalent to requirements 2 and 3. ' 

Knowledge of operations and principles of electronic 
Administrative computer systems , peripheral equipment, computer ^ - 
Abilities \ Programming, and systems analysis. ' ^ 



Demonstrated ability to manage a staff of data processirlg" 
operations and programming personnel. 

Demonstrated ability to design computer programs and 
test for functional performance; ability to operate air 
District computer and auxiliary equipment. 

Ability to schedule and manage computer programming * 
and operations, working effectively with data processing 



personnel 

^ / ' Ability to interact with College personnel and data- 

processihgisystems users in establishing standards , 
.procedures, and schedules for data entry. 

^ , Knovv-ledge of current hardware,' software, and changing 

computer technology appiicSble to community*colleges . 
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Educatolonal 'information^ Officer ' 

Serves as the District administrator responsible to the Assistant Superintendent 
for tbe development and operation of^the District's educational information 
system. . ' , ' * - : 

Qualifications: , . ^ 

1. Credentials California community college s.upervisor credential. 

California community college instructor credential " 
'in a subject area taught in this District. ' 

2 . Professional Successful higher education administrative and/or 
Experience teaching experience^ including demonstrated ability 

in information systems design, statistical analysis, 
and research design. / » 

3. ^ Education ^ Adva.nced study in computer programhiing, statistics, 

mathematics or other '.closely related field. 

' ' , OR , A background of education and experience substan- 
"tially equivalent to requirements 2 and 3. 

4. Key Demonstrated ability to develop research designs and 
Administrative ^ perform systems analysis on community. college edu- 
Abilities ' . , cational functions. 

,t ^ 'Ability to supervise the development of educational 

. , . " data processing softjvare and evaluate. hardware 

• ' requirements , r ^ > 

'^^^ Ability to develop comp^uter modeling systems for 

use in community college simulations, projections, 
" and 'trend analyses . - - , V:^ 

* 3 

, . Ability to design ana direct demographic and atti- 

, tudinal studies for student and community needs ^ - 

/ assessments." 

Understanding of educational information elements 
and reporting ftinctions , as required by governmental ■ 
^ agencies and District anc^ College administration. / 

^ ' . ^ . Demonstrated ability to^communicate' effectively , both* 
prallyand in writing, mthi^administrators, faculty, 
- % ^ (Classified staff, and the public, as .well as govern-^ 

. mental agencies . ' . * * ' . 



Educational Program Officer 



Serves as the District administrator responsifc)le to th^ Director of Educational 
Program Coordination for technical and operational assistance in planning', 
coordinating, and evaluating the educational programs of the DistricX, 



QuaU^icationsj 



1. Credentials 



, 2, Professional 
Experience 



3. Education 



OR 



4, Key 

Administrative 
Abilities ' 



'CalifoniiaxotTiiniipity college supervisor crec4ential. 
^California qommunity college instructor credential ih 
a, subject area teught in this Distriptv 

Successful higher education administxative'and/or , ' 
teax:hing experience, preferably inpludlng curriculum 
development, , - * 

Advanced study in higher eai^ation curriculum planning 
and evaluation. • . * ' * 

A backgrtfund'of education and experience substantially 
equivalent to. requirements 2 andj,- 

Knowledge^of educational delivery systems and under- 
standing of the technical application of such systems 
to community colleges and their instructional processes. 



'Ability to utilize educatipnal ^formation systems f 
research and reporting purposes,. * ^ 




Ability to perform job market analyses and student 
needs assessments for community colle^ges, and abil^ 
to utilize effectively these and other studies in 
curriculum development. 



Ability to design and assist instructors to' design and 
develop instructional materials. ^ 
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Working- knowledge of the functions of student personnel 
actmUes and their rej.ati6riship to the instructional ' 
programs 



• ^ Demons trate^bility to communicate effectively, both 
. prally an* in.wHting; with administrators, faculty, classi- 
fied staff,' and the pub I ig," as well as governmental agencies 

Ability to coor<4inate the work o"f others in the development 
of annual educatibna!t>.program oUns and conducting com- 
prehfensive program evaluatiorre ■' 

7G • • > 



external Funding and Development Officer 

Serves as the District administrator responsible to the District Director of 
Educational Program Coordination for external funding and project development. 

Qualifications: • ^ ^, ^ 



1 • Credentials 



Professional 
Experience 



Education 



4, 



OR 



Key 

Administrative 
Abilities 



California community college supervisor credential. 
California cqmmunity college- instructor credential in 
' a subject area taught in this District^,^ 

. Successful experience in ,colleg^ grant development 
from federal, state, and private foundation Sources, 
including grant applications, budget administration, 

• project management, evaluation^ and renewal. 

C ^ 

^ Advanced study in higher education administration and 
i curriculum development. 

A background of education and experience substantially 
equivalent to requirements 2 and 

Demonstrated ability to manage project ^pplications^and 
revisions with funding agencies at the federal, state, 
s and regional levels of government and witlil^vate 
foundations . ^ 

Knowledge of fundirig sources available in higher educa- 
tion for community, colleges and the procedures used in^ 
\ project development to attract grants from funding 
^ agencies. 



Knowledge of curriculum innovation techniques and their 
application to community college in^faictional programs. 

Demonstrated ability to coordinate and review grant appli 
cations prepared by college adRiinistrators and faculty . 
members for ^ijfbmission to funding agencies. ' 

■ ■ 1 

Demonstrated ability to analyze and-evaluate project 

effectiveness and to prepare interim and final project 

reports &a^d upon research and development activitteV. 

Ability to 'communicate* effectively , both'orally and In 
writing, with administrators, faculty, and classified 
staff/ as well as governmental agencies. 
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Plant aqd Facilities Officer 



Serves as the District administrator responsible to the Assistant Superintendent 
for plant and, facilities activities throughout the District. ~ ' - 



Ouaiifications-: • • 

1. Credentials 

2. Professional 
' Experience 

3. Education » 

OR 



Key 

Administrative 
Abilities 



\ 



} 



None required. 



Successful inanage\Tient expe^^ce, with significant 
responsibility for the maintenance ,ancl repair of large 
' buildings, including supervisoFy^xesponsibility for a 
program of buildings and grounds maintenance. 

Substantial professional training in^ plant and facilities 
development, construction, and ilia intena nee . 

A- background of education and experience substantially 
equivalent to requirements 2 and 3. \ 

i 

Knowledge of methods, equipment, and s^ipplies , 
used in community college building maintenance and 
groundskeeping. 

Knowledge of current methods ^ equipment, and supplies 
'used in reinforced steel and concrete, wood frame, and 
other construction trades. 

Ability to^thn^mefl^laws affecting the construction 
and repair of cbllege buildings ,/as well as applicable 
state and local building safety 4nd health codes. 

Demonstrated ability to estimate construction costs and 
maintenance budgetsg^uirements , 



Demonstrated ability. to p^rfonn' effective on-site 
inspection of new construc\iot 



Ability to establish and/ maintain c^tqperative Pela 
With subordinates, adnyirtistrators , artdiitects, e 



and construction and rnainte!tiance persOTmel, 



tions 
ngine 



ers 



A 



f 
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Purchasing Officer 

• Serves as the District administrator responsible to the DJ^kctor of Fiscal 
• Services for the administration of the Purchasing DepartmStl 



Qualifications: 
!• Credentials 

2, 'Professional 

Experience 

3. Education ^ 

OR 



fCey * 

Administrative 
Abilities . ' 



college purctia^ingT 




None required. 

Successful mahag^ent experience ic 
inventory, and relalfed .fields . 

Substantial professional training ^(n^i^lcragek^ 
business procedures related to purchasing. v 

I \ 

• A background of education and experience substantially 
equivalent to requirements 2 and 3. 1 

Knowledge of^current community college purchasing 
systems and^ractices . ^ \ 

Demonstrated ability to manage centralized purchasing 
and stores operations. * \ 

\ 

Ability to im'plement federal, state, county, and local \ 
laws and regulations concerning community college 
purcha sing and inventory b^eration? . 

"Demonstrated ability in effectiV9^.upervislon- of 
support staff. ' ' . 
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COLLEGE POSITIONS 




President 



Serves' as the chief administrator of the College*|and assists the Chancellor- 
Superintendent in providing educational leadership for the District, the 
Colleges, and the community. , ^ - 



Qualificatioits: 
r. Credentials 



Professional 
Experience 



Education 



4. Key 

Administrative 
Abilities 



California community college chief administrative 
officer credential, California community college ^ 
instruct9r credential inf a subject area taught in this 
District! ' / i ' ^ 

Successful college administrative and teaching experience, 
including top-level responsibility for educational program ' 
development and assessment, fiscal managpmen^, and 
personnel administration. 

Master's degree from an accredited institution. Graduate* 
study in community college administration and finance, ' 

< 

Demonstrated ability to direct the planning, development, * 
and organization of balanced community college instruc- 
tional and student services programs, integrated with 
District plans, and responsive to local community needs . 

Ability to assure conformance of community college 
operations with applicable federal, state, pounty, and 
local l^ws and regulations. \^ 

Ability to direct staff recruitment, selection^ and develop- 
ment functions, as well as performance evaluation of 
College personnel. 

V 

Ability to maintain an effective program of community 
relations and pi^lic information in the services area of 



the College. / 



Demonstrated effectiveness in the mptivation of individuals 
and groups ^toward the accomplishment of established 
objectives. 

Demonstrated alDility to provide leadership in the pursuit 
of institutional excellence and effectiveness, within the 
bounds of requisite budgetary limitations. 

Ability to communicate effectively, both orally and in 
writing, with administrators, faculty^ classified staff, 
and the public, as well as govempental agencies.* 



Dean of Instrucrtion 
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Serves as the College administrator responsible to the President for managing 
the instructional program, in accordance with District policies, procedures, 
and plans . 

Qualifications: 



Credentials 



Professional 
Experience 



Education 



California community college supervisor credential. 
California community coUeg^l^jistructor credential in 
a subject area taught in this District. 

Successful college administrative and teaching exper- 
ience, with demonstrated ability in leadership and • 
coordinative roles. Successful experience in personnel 
evaluation, 'Curriculum design, development, andevalu-^ 
at ion I as well as budget prepard^i^n and administration. 

Graduate study in college administration, inclijfding; 
management and curriculum design, development, and 
evaluation. 



'OR 



Key 

Administrative 
Abilities 



A background of education and experience substantially 
equiVialent to requirements 2 and 3. 

Thorough knowledge of community college curriculum and 
schedule development. 

Demonstrated knowledge of the principles of community 
college budgetary management and professional per-^^ 
sonnel practice. 



J- 



Knowledge of an^ability to stimulate innovative use of 
educational technology in community college' instruction. 
♦ 

Ability to motivate administrators and faculty to develop 
and, maintain instructional programs of the highest quality, 

Ability to administer a comprehensive and equitab 
formance evaluation program for community college 
instructional personnel. 

Ability to communicate effectively, both orally and in 
w;riting, with administrators, faculty, classified s^f 
and the public, as well as governmental-agencies . 
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Sehn of Student Services 

Serves as the College administrator re;5ponsible to the President for managing 
• the student services program in accordance with District policies, procedures, 
and plans . . * - . ' ' 

Qualifications^ 

1. Credentials California community college supervisor credential. 

^ California community college instructor credential in 
a subject area tSught^in this District, or California 
con^munity college counselor credential, 

2. Professional Successful college administrative, and teaching exper- 
Experience ience, including res pons ilpiUties for development and 

evaluation of student personnel Sen/ices and activities • 

3; Education ' Graduate study in college, administration, including 

management and student p^ersonnel sen/ices, ^ 

OR" ^ A background of education and experience substantially 
i equivalent to requirements 2 and 3,^ 

4* Ney ^ Demonstrated ability to function a^ an effective leader 

Administrative in the development and admirnistration of a comprehensive 
Abilities community college student services ^program. 

Interpersonal skills needed to enforce student discipline, 
epcourage the development of effective, Innovative pro-- 
■grams, and V/o^kxooperatively with local, community, 
and educationalagencies . 

Ability to' assure conformance of commun^y college- ' 
. ' , ^ student personnel programs with applicable federal, 

^ • ' ^ ' state, and local laws and regulations, ^ * 

/ ^ ' , . . . J , 

] ^ ' ^ Ability to communicate effectively; both orally and 

, . ^ in writing, w^ith. administrators*, faculty, classified 

* • ^ ^ '. staff,^ and the public, as'well as*governmental 
: agencies.. > \ 

• •/■' - ■ '. .[ 
( ■ . ••• 
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Administrativ/4' Assistant' to the President (CSM only) 

Serves as the College administrator responsible to the President for the 
coordination of administrative activity to insure timely implementation of 
a dm inis tractive decisions, and for a program of public ;fhformation developed 
in CQoper/ation with the District public information officer. 

Qualifications: 

• /' 

!• predentials . , None required • 

ii ' ^ ^ - ' 

2. ^Professional Successful administrative experience with increasing 

Experience levels of respbn&ibility , preferably including significant 

/ , ^ writing and editing^ assignments . 

3. ' Education Bachelor^s degree from an accredited institiition with 

" . major in business administration or Journalism/ 

OR- ^ A background of education and experience substantially 
equivalent to requirements 2 and 3, 

* 4- Key ^ Demonstrated ability to prepare press releases for news 

Administrative m,edia> to organize, write, and edit repots, ' 
Abilities ' . 

" ' . . . Ability to coordinate the development of CoU^'^ge 

brochures, catalogues, and schedules. 

^ Ability to organize and conduct meetings, visit?itlons , 

3nd ceremonial eyents involving the President. 
' » *■ - ^ » ' 

K I ' 

Ability to^ develop and maintain effective liaispn between 
the President's .Office and other College administrative 
^ ' units, d§ well as with appropriate staff at the ^Distfifct 
Office, * ' 

Ability to represent the President's Office^at variqus 
meetings and events » • 

' ' ' • ' C ' ■ • ' (' 

Ability. to cobtriinate College-level administrative 
' ^ , Activity, including the tirri^y completion of assigned 

management ta^ks. 
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Demonstrated ability to communicate effectively, both 
orally and in writing, with. administrators , faculty, and 
classified staff.- , ' ^ 

■ . 84 ■ ■ 



Director of Admissions and Records 



Serves as the College administrator responsible to the Dean of Student 
Services for managing admissions and records* 



\ Qualifications: 
1. Credentials 



1. Professional 
Experience 



3* Education 



OR 



Key 

Administrative 
Abilities 



California community college supervisor credential. 
California community college instructor credential 
in a subject area taught in this District, or California 
community college counselor credential. 

Demons^trated successful- college administrative and/or 
teachina experience, and familiarity in working with 
dafa*prodessing\reporting and information systems. 

Advanced study in higher education administration, 
preferably including course work in student personnel 
services'. / 

A background of education and experience substantially 
equivalent to requirements 2 and 3. 

Demonstrated^ability to plan, braa^ize, and supervise 
the admission and registration of college students. 

Ability to develop appropriate fopns for community, 
college faculty and student reports. 

Demonstrateii ability to interpret complex data reports, 
and to prepare enrollment projections, student profiles', 
and other research reports. 

Ability to interpret federal, state, and local laws and 
regulations concerning community college admissions, 
student registration, veterans affairs, and financial 
aid programs. ' ' * 

Ability to communicate effectively," both oraUy and in 
writing, with -students, acjminis'trators , 'faculty, and 
classified staff. 



Director of Career and Occupational Education (CSH only) 

Serves as the College administrator responsible to the Dean of Instruction 
for managing career education programs-. ' ^ ^ ^ 

Qualifications: ' ^ ' 




1. Crec^entials 



California cpmmunity college supervisor credential 
and a California community college credential author- 
izing the^teaching of a vocational subject. California 
community college instructor credential in a subject 
area taught in this District,. 



Professional 
Experience 



Education 



Dempnstrated successful community college ^vocational 
education administrative or supervisory experience ir^ 
an occupational^ vocational, or career education 
program.^ , 

Must have at least two years of successful work 
experience in an occupation pertinent to the state 
plan for vocational education and at least two yea^rs 
of community college Jieathing. experience in a 
vocational subject, ' 

Master's degree from^n accredited institution, /with 
coxiTse work in vocational education and career- 
-^counseling. 



OR. 



Key ; ' 
Administrative 
Abilities 



A background of education and experience substantially 
Q^quivalent ^o requirements 2 and 3. 

Knowledge of federal, state, and local regulations 
governing the:administration and fiscal support of 
career-education.' - 



i Demonstrated alDility to direct and work^cooTperatiV^sly , 
with faculty, administrators, and career advisory 
groups in the development and maintenance of effective 
career programs . 

Demonstrated ability to motivate individuals and groups 
toward accomplishment of established objectives'. ^, ' 

Ability to communicate effectively, both orally and in i 
writing, with administrators, faculty, a^'ad classified i 
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Director of College Readiii^ss Program (CSM only) 

', ' 
SerCres as the College administrator responsible to the Dea^i of Student 
Services for the administration of the College Readiness Program. 



Qualifications: 
r. Credentials 



2. Professional 
Experience 



3 . Education 



OR. 



Key 

Administrative 
Abilities ' 



California community coUfege supervisor credential 
and appropriate California community college 
counseling credential. California community college 
instructor credential in a subject area taught in this 
District. 

Demonstrated combirxation of successful college 
counseling arnd teaching experience. Administrative 
.or supervisory experience is desirable. ' . 

Advanped study in community college counseling and^ 
guidance. ' 

A backgro\i.nd of education and experience substantially 
equivalent to requirements 2 and^ 3. ^ 

Demonstrated ability to serve as facilitatpr for growth 
among students faculty , and administrators in ord^r 
to help both the student and the institution adjust to - 
potential cultural and ethnic dissimilarities, . ' 

Knowledge of academic support systems, including * 
tutorial services and peer counseling " 

Demonstrated ability to develop an. effective college- 
community relations program for the recruitment of 
non-traditional students. 

Demonstrate^ ability in effective supervision^af ' 
support staff. 

Ability to communicate effectively, both orally and 
in, writing, -with students, administrators, faculty?, 
and classified staff. . ' ' 
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Director qf (jonununity Relations , * ' ' ^' ♦ 

Serves as the College administrator responsible to the Presidfent for 

managing a comprehensive progpam of non-credit community education • : 

in accordance with District iJoiicies, procedures, and -plans, ' / * - ' ' 

. ; ^ I ' ' " 

Qualififcations: ' • 4 ' - . ; . 

1. ^ Credentials California comnllinity college supervisor credential.-' 

1 California community college instructor^redential 
in a subtject area taught in this District. . * 

2. ^ Professional Combination of successful co|lege adult education 

Expefi'ence. , * adminis^trative anci teaching experience, preferably, - 
including administrative experience in non-credit - 
currioi^m development. 

Education Advanced study in adult and community education. 

. * ^ OR. A background of education and experience substcintially ' 

equiyaVeut to requirements 2 and 3.. 

^ Ability to interact effectively ^ith the community and 

Administrative College staff in the dpvelopment and administration of 
Abilities a comprehensive -program of community education. 

• , Demonstrate^ ability to res^earch and respond to .various 
socio-economic community -constituencies rela^tive to 
^ their interest 'in specific educational -programs . 

sDemonstrated ability to cultivate and maintain liaison 
^ith^qivic, service /and professional organizations . ' 
tc^de\^lop educational progra;ns addre'ssed" to community 
problems, interests / and heeds. 

Ability td communicate effectively, both orally and in 
writing, v^ith'administrators , faculty, clasgified sfaff,, 
and the puMJi?7^as....i^ as gov0rnm<ental agencies. * 
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piroctor of Ccmt^'nuing Edudat'ion - •' 

~' ■ TT" ' • ■ ' • , ' ^ '^o 

Serve's- a» the College administrator re'sponsible to the Dean of Instruction 
, for managing the continu^g. education program of credit-bearing courses. 



Qualifications; 



1.' - Credentials' 



2. Profess ibnal 
>- Exper^Lence 



3 . Education " 



California community college supervisor cre^ntial. 
. California -community college instructor credential 
• in a subject area taught in 'this District. 

A combination of successful college administrative 
and teaching expeiri'enpe, including experience in 
caiticulum development and a^dult education. 

Advanced ^tudy JLn community college curriculum 
■ development and adult education. 



OR; 



Key 

Administrative. 
.Abilities'- ' 



A background df education. and experience substantially 
e^uivalent-to requirements 2 and 3. 

- ♦ 

Knowledge of effective personnel practices, and ability 
to ni^nacrfe a large .enterprise' employing prli^narily part- 
time iristnlttors. 

l^emonstrated ability^ to work with and respond to a 
Broad range o£ community .interests and groups • 

Understanding of the Unique c^iaracteristics o| community 
college adult education .and tl:ie abilities required for 
creative ad^ult/educa.t'iort jirogram development. 

Abflity to communicate ^effectively, both .orally 'and in 
wltin^, v/ith admk)istrators*, iaculty, classified staff, 
and the publicv a's^Vell as governmental agencies. ^ 




Director of CouRseling Service 

Serves as the College administrator responsible .to the Dean of Stud^hl; 
Services \for maintaining comprehensive counseling services. 



Qualifications: 



85 



1. Credentials 



> 2. Profes sional 
^ Experience 



# 3 . Education 



OR 



Key 

Administrative 
'Abilities 



California community college supervisor credential 
and an appropriate California community college ' 
counseling credential. California community college 
. instructor cre^^ntial in a subject area taught in thi5 
District. 

' ' • *^ ' , 

Combination of 'successful college counseling, 
teaching', and administrative experience. Supervisory * 
experience desirable. 

Graduate level training in community college counseling 
and student services. ' 

A background of education and experience substantially 
equivalent to requirements 2 and 3. 

Demonstl*ated aMlity to dir||^t the development of ■ 
activities, programs, and -practices which embody 
professionally recognized community college counseling 
and guidance philosophy. • ^ 

Ability to plan- and administer effective counseling staff 
development and evaluation programs. 

'■ • »» » 
Ability to direct a program to assist community college 
students in career planning and job placement. 

Interpersonal skills necessary to work with employeia 
and students in cooperative education. 

Ability to communicate effectively, both orally and in 
writing, with administrators, faculty, and classified 
staff. 
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, , Serves as the College adminTstraioii^sponsib^ 
for instructional division managementaitci-4^^6 

!f Qualificatii)ns: 



the Dean of ^nstructi9n 



* 1 / Credentials 



onal 



2. Professio 
~ cperience 




^duca tlon 



OP 



Key f ' 

Administrative 
Abilities 



California community college supervisor credential 
California community college instructor -credential 
In a subject area taught in this District. ^ 

A combination o-f successful community college 
admitiistrat^e and/or teaching experience in oae 
of the disciplines of the division, preferably 
including experience in curritsulum development and 
evaluation. Demonstrated competence in classroom 
teaching at the community college levelv 

Master^ s degree from an accredited institution qr 
v^Iid California teaching credential for a vocational 
subject. 

* 

A background of education and experience substantially' 
equivalent to requirements 2 and 3 . ' ■ 

Demonstrated ability to provide a::ademic leadership 
in the development and maintenance of an effective 
instructional program. 

Ability to plan, instruct, and control a community 
college academic division budget. ' 

Ability to deal with matters of schedule load and 
•support in both qualitative and quantitative ways. 

"Ability to administer a comprehensive divisional 
program'of staff performance evaluation and d^svelop- 
ment. 



nCaicate 



Demonstrated ability to commWiCate effectively, both 
orally and in writihg, with administrators, faculty, 
and classified staff. 

-c 



t 
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Director or Instructional Services 

Serves^as t^Te College/dministratord-esppnsible to the Dean of Instruction 
tor developing and m^intainmg a comprehensive learning resources progrc 
, in 'Support of instruction. , e 



Qualifications^ 
!• Credentials 



Professional 
llxpferience 



Education 



OH 



Administrative 
Abilities 




California commanity college supervisor crep^entlai. 
California community college instructor credential 
in a subject area taught in this District: . 

"A combination of successful higher education admin- 
istrative a^d teaching experience, preferably 
including experience in instructional development 
and'instrucUonal support services such as library, 
media, audio-visual ,^and instructional materials 
development centers / Demonsti;^ed com^petentenn 
classroom teaching at the college level. 

Advanced study in community college instructional ^ 
development.and instructional suoport 'services , 

A backgrqundljiE education and experfence substantially 
equivalentW requirements 2 and 3. J 

•x ■ . /■ 

KnoVledge .of the methods of commUait^oHege 
curriculumj development, particularly, intKe area of 
ihdividuMized instruction. ' , ^ 



0 



Demonstrated ability 4io motivate instructional adm]|jisr 
trators and faculty in instructional development, tjfekii^ 
full advantage of current educational technology. 

Ability to man^e the operations ofrthe library, media, 
audio-^visual, and Ins true tioAal materials developrpent . 
centers . . ^ 



Knowledge of appropriate hardware and software for use 
in community college instructional development programs, 

Demonstrated ability to communicate effectively, both 
ocally and in wntinLwith'administrators , faculty, and 
classified staff; . . ^ 

Ability to prepare clear and compreh^ensive reports on 
instructional program? and services to meet mandated 
federal, state', and .county .reporting requirements. 



< 

Director of Operations ^ ' ^ 

Serves as the College administrator responsible to the President for the 
development ajjd control of the College budget, plant maintenance, and 
I geeer^l support operations. ' ^ 

Qualifications: ' - 



1. Credentials 

2. Professional 
Experience . 

3. Education^ , 



OR. 



Key 

Administrative 
Abilities 



None required. 

Successful experience in college adminiatratlon, ... 
accounting, finance,, including personnel, plant, 
and facilities management. 



Master's degree -in business administration or public 
school admini^^tration, preferably including course 
work in publfcrcagency accounting. 

A background of education arj^t experience substantially 
equivalent to requirements 2 and 3. - ^ 

Ability to supervise tlie development and control of 
the College budget. 

In-depth understanding of the District budgeting 
structure as mandated by the State and implemented 
in the District. 

Ability t(^ implement legal codes and District 
policies related t6 budgetary development and control 
and to personnel practices ^ 

Ability to supervise effectivelV the operation of 
campus security and the Collek^ bookstore and 
cafeteria . ' > \ 



KnpWledge of methods , equipment, and supplies used 
in building maintenance and groandskeeping. 

Ability to assess capital improvement andt^maintenancp 
needs for the College campus and physical plant. 

Ability to communicate effectively, both orallV-encJ in 
writing, with administrators , faculty, and classified 
staff. . . 
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Director of gpecial Programs and Servfcas 

Serves as the College administrator responsible 
Services for managing the special services program. 



Qualifications: 
^ 1 . Credentials 



Professional" 
Experience * 



Education 



OK, 



Key 

Administrative 
Abilities 




Califo^Tiia^community college supervisor credential. 
CalifcMia community college instructor credential 
in a subtect area taught iirlhis District; or 
Californfta community college couriselor creclential. 

A combination of successful college administrative 
and te'aching experience, including expedience in 
-Working with such groups as the handicapped, 
financially disadvantaged, ethnic minorities, and 
student government. 

Advanced stu\iy in community college counseling, 
.guidance, sp^^ial education, human relations , and 
organization skills. 



AjDackground*of education and experience substantially 
equivalent to requirements 2 and 3, 

Interpersonal skills necessary to work with special 
student groups cited above • . 

Demonstrated ability to organize, supervise, and 
provide leadership *to students in student government ^ 
and other fi<fcudent activities . 

'Demonstrated ability to relate' to community and 
student groups of all fijthnic backgrounds. 

Ability' 'to- communicate effectively, both orally and 
in writing, with administrators , faculty, and -? 
classified staff. ' ; """^^ 
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Supgrv lsor of Buildings and Grounds ^ 

i' 

Serves as the College administrator responsible to the Director of Operations 
for the maintenance of buildings and grounds. ,- ' 



.90 



Qualific'ktions: 



1 



1 

2 



Credentials ' 'N6ne required. 



Professional 
Experience 

Education 



OR. 



4. Key ' ^ ' , 
Administrative 
Abilities 




4 

Successful experience itj college plant maintenance 
and grounds keeping, including supervisory respon- 
sibility. 

Professional training in fieldsYelated to building 
construction and maintenance >^ horticulture , and 
electrical/mechanical training. 

A background of educatign and experience substantially 
equivalent to requirements 2 and ^3. 

Detailed knowledge of methods, equipment, and 
supplies used in community college building main- 
tenance and groundskeeping procedures. 

Demonstrated* ability to plan and implement a com- 
prehensive plan for buildings and grounds maintenance. 

Demonstrated ability to' plan and coordinate the work 
of bullding'^and grounds personnel. 

' /■ 
Ai)ilii^ to instruct buildings and grounds personnel 
o,n the technical aspects of groundskeeping and 
building maintenance.^ / 

Ability to develop and'administer't'iie buildings and 
grounds budget, and to direct ihe preparation of 
necessary^ forms and reports. s 

ASility to communicate effectively,, both orally and • 
in writing, with administrators, faculty, and classified 
staff. • 
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Supervisor of Fiscal 

^erves as the College 
for the management of 

Qualifications: 

^"TT rGredentials 4 

2. Professional 
^ Experience 
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xsonnel ^Services (CSlj only) 



admimstrator\;.esponsible to the btrector of Operations 
College fiscal and personnel services.^ 



,None required. 




3 . EducaHon 



I ' OR 



4. Key , 

Administrative 
. Abilities 



Successful administrative experience with increasing 
res pons ibillty in the areas of accounting, finance, 
and personnel management. . : ' 

Bacheior*s degree from an accredited institution 
required. Course work in business administratio^n 
and accounting desirable. f ' ^ 

A background of education and e^xperience siJtstan-- 
tially equivalent to requirements 2 and 3. 

Demonstrated ability to perform accounting functions 
necessary for the detailed development and control 
of the College budget. 



In-depth understanding of community college 
budgetary structure and terminology. 



( 



Ability to implement legal and local policy regulations' 
in the administration of community college fiscaiar^d ' 
personnel services . ^ v 

Demonstrated ability to communicate effectively, both, 
orally and in writing, with administra1iC)rs , faculty, 
and classified staff. 

Ability to coordinate the work of various administrative 
units in the management of fiscal and personnel 
operations. 
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POSITiOITS 



-70*0 AS'SIGNMENTS 




. POSITION 



"A'SSIGNMENTS t*OR^ 1^76-77 * 



/;.DISTRICT_BO&"iTI0NS " . \ 

. ''^^^S^islianl Superialen4§j^:*.,£(^r Planning 
and Development 5^ ^ 

Director^f Education^r Program 
- Coordination- , . i / ^ ^ 

I^ijre'ctor of Fiscal' Serv-ipes , \ ^ 

director- of Persbrrnel, ' ; ^ 

Administ^r^tive A^sis.tanb ^to/ £he, 

Chancellor-^SuperizTtende'rit * ^ \ : 
'Accounting Qffi/::er • . 5*'- , - 

'Auxiliary Services Officer \. : ^ /• 
Ce'rtrf icated' Personnel -bf-f-ice':^/ ^ ' " " 
Classified' Personnel' Off ic^a? ' . 1. 
Conununications- and^.Public Infbrm'atioii ' 

Officer ' ^ " ? ' . ' 

.Data Proaessirtg *0,f f Icer'^-^ • ' 
EducataitMi'al Information Officer*. ; ^ 
Educ:atron^^l Program Of ficer * ^ / * . • 
External Funding -and Development 

Officer . " \ 

Plant and Facilities Officer.- 
Purchasing' Offickif..' . ' 



6lenn^ Smith - 
Clifford Denney^' , 

Robert Stiff 

Irene^^Bluth 
'Cai-vin Apter • • ^ 
Paul >Biirghardt » 




rlene Williams 
Marvin Miller 
Joftn Mjallen ' 
Carol' Gre^en ' . • 
" John ^ Hubbard 

Ronald' Smitih'' '■ , ; 
■Jjames . 6p€on /- 
. F-loya Elkijjs ,' 
,flofcfe'rt' Behijett . ■' 

/ 

'Don St.arkey • 
^Bil;l'Hudfe6ti^ ' ' 



CpLLEQJp-'" POSITIONS 
- /. Caji'ada' College' 
President 

Dean of Instructi^)n' 
/: Dean of ^tUdenj/Servibes ' - 
^ I>irector*' of '•AJflJTtissidns ^arid '^Rec<^^ 
' ' ^Direciflr 'of community '^Sdijc^^ ? * * 
'Director b^Con-tinuing ^Education « 
^ \^ Director^ of ^.Counselijig ^elrvices' s > 
> ; . Division ''^'ireGtor^•Busi%es*^^ 
: • * Division T)irectof?j. Huma^iicties V . -\ ' * 
' : V ♦ i^'Oivision Director/^ Physical '.^Iducat 
Athl.g^-ics ' : - '.->,--rr^ 



Williaip.jWenrich . 
Samuel Ferguson. ' 
William 'Walsh ' 
Lois, Chanslor ^ 
i^u-th NagXer >^ : ^ 
Gilbertd^Villairreal 
Joseph \Marchi ■ 
Arthui:".Katz 
Geraicf Messner J i 



•D ^v-i.s i .Dd re ct-ar j^^pignce s 
■ ^ Engineering" 
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anada College (cdnt.) 



.Division Director/ Social Science 
' Director of Instructional Services 
Dir'(?iCtor of Operations 
'Director of Special I^-rograms and ' 
-Services* * . 

Supervisor -of— Buildings and Grounds 

College of San Mateo 

President ' , • 

Deanr of Instruction 
-Dean of Student Services 

Administrative .As sis tan^,,jt0-^e 
President^^ 

Dire<H?oxp5?'A^ and Records 

Director of Career and Occupational* > 
• Education . , 

birector of College Readiness Program 
Director of Community Education 
'Director of ^Continuing Education,. 
•.Director of Counseling Services 
Division Director, Business 
^TDivision- Director, Language Arts 
Mvisibn Director, Fine and 

Performing Arts ' ' 
Division Director, Health and Service 
. ^C^re^r^ 
Division ^ Director, ' Mathematics and 
, Scien'c§ , > ^ . ' 
•DiVi&ioji Director ,^ i^hysifcal Education/ 
'^'i^thletio^ / / * . 

,.D:|jvisi^' Director,. Social Science . 
-/^division Director, Technology . 
- Director Instructionai. Servides . • 
Director df Operations 
Dire.gtpr of Special T.rc^g^rams and 
-'.Services . . ^ ' \ 
:,;Sup,eryi30i' of Fis.cal amSlE^elfs^iinel , 

,,§^pei:^vi^6i:^ of^Buildings an4'Qt'ounds oo* 



Byron SJcinner- 

John Rhoads : 
Ella Graj^ 

Jjenard Lowenstein 



.David Mertes' 
Lois Callahah, 
.Allan Brown 



Herbert^ Warne 
. Verh Gillmore 

' Jackman LeBlanc ^ 
• Jamds HAfdt 
■ Michael > Kimball ^ 
Aline 'Fountain's • 
Cecelia Hopkins ,! 
WilsonvPinney " 
Leo Bafde6. i 

John. Williams ♦ { 

.Gi-lbert GosSet't' 
Clifford' 'G:(.f£ifi; '. 

Michael \Cremehs - ■ * 
Paul' Lin' , ^. . • ' 
Win fret? Smith. , 
Willi'^hi ^rie^richs" 
Philip Morse"'. . ' 

;Lynm<PQn.tacq ' * 
•6hdste'r .Williams • 
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'ASSIGNMENTS FOR 197^-77 



COLLEGE. POSITIONS (-cont. ) 
- Skyii-ne College 



President 

Dean of' Ins true t-ion 
! , Dean of S tudent " Services ^ ^ , 

Diofectdr of Acimissiqns .and Records 
.Director: .of Cormnuni'ty'. jMucafddn ' 
, D%Urector.,9f Cohtiiiuihg' Edxication' \['\ 
Director of' Courtseli'ng Services ' 
Division Direptor, ■ Business ^ ' / 
Division , DirfedtprV' English/ ' ' " ^ ' 
^- Foreign Xanguage' * . ;^ h. * . 

division Director / I^hysical Eduqatioh/ 
< j-;^^. Athletic sf / , . : . . * • . 

■ D.ivi's;Ldn birecftor, Sciences/^ ^ ' . 
; . ,;Ma-thematic$/TechnolQ'g3t^s ' - • 

• \lI)ivisi.on: pirectp/, Fine Ar^ts/:' 
: '".-SQcial Scienoas^ - - 
'Direc):or pf Instructional . Services ' \ 
/•Director^ of, Opera^tibrfs"; - . . * ' ' 
Direcfco.i^''af 'Special Prpgrams ^nd ' 
- ..Ser^vic'es .y]^ . . • ^ ' \ . , ' 

&upefyi.sor Q.f Buildings and Grounds' *' 



John Petersen 
^du.s, PetropoulQs' 
J^es' Wi';a,tt 
Re.x' BuJ 




Ed^^jE^^s^^^^^ 
Lela , Sonntag 
Harold Hartzell 
Marvin. Shaw 

Waltet Rilliet 

Dpnald 'Biederman 

'Judith Watkihs 



David Biddinger 
Josu^ Hoyo's' 

Leland Neeley 



^^^'ADHINIStRATIVE SALARY SCHEDULE' 
- • ' ' • ,1976-77 . ; . ■ ',. 



Steps 



•• 2 



6 : 



"7^ 



.ass 
A 


32,704 


33,446 


34, 

< 

28> 


18& 


34,930' 


35,67? . 


36 


,414 


B 


27^505 


28,247 


989 


29,^731 


.3*0,4 73 


31 


,.215' 


C 


23,795 


24,537 


25, 


279 


26', 021 


. 26,J63 


-.27 


,505 


D ' 


18,599 


19 ,.341 

. 1 


20, 


083 


20 -, 82^ 


.21,567 


"22 

T 


,30^ 



. 3 
3 
2 
2 



Range A 



Range B 



Range C 



Range D 
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Dean^^trf-^^nstxiIc^OTi^^ . \ 
Dean of Student Services » / * : 

District Directors - - ^ . . 

Director of Community Education ^ . ^ * ' 

Director of Admissions and. Recolrds 
pirector of Special Services ' > ' 
Director of .Counseling • ' ^ ^ , : 
''Division Directors - ' • 

'Director of Continuing Ed^fcat^on * ' 
Director of Instructional Services (CSM) 
Director of Career Education' ^ 
Certificated P'erspnnel ^Officer ' * 
E(4ucationai Prpgram Of*ficer 
External- Funding '^nd development Officer 
Educational ^Information O'fficer 

Director of Operations • ' \ ' 

^ Director of instruct ion a>l Services (Canada, 

'Dirfector of/ College Readiness 
Assistant to the Chancellor-Superintendent 
Cpmmunications and Public Information Off- 
Purchasing Officer - . ■ 
Auxiliary Serv^ice's Officer 
Classified Personnel .Of facer 
Data Processing Officer ' 
Plant and Fat:ilities Officer 

Accountirig'''of freer 
Assistant to 'the President' CCSM) 
SUpe^;visor of Fiscal and " Pei/eonnel Services 
'SuperviS^r-e^.,.iLuaJ^ings and^ 



Skj 




JUMOR COLLEGES 




^ADMINISl-RATIVE "SALARY SCHEDULE' 



Stepis 


1 


■ 2 


• ,1976 
3 


-77 

4- 


r 




Class 
A 


32,704 


7 1 il 

33,446 


34,18& 

I 

\ 

28>989 


34,930' 


•' 5 

— ' 

35,67? 


6 : 

36,414 


B 


27,505 


28,247 


29,>731 


.3*a,4 73 


31,.215' 


C 


23,795 


24,537 


25,279 


26,021 


. 26 ,,763 


, 27,505 


D ■ 

v. 


18,599 


19/341 

J 


20,083 


20, 8'2^ 


.21,567 


' '22, 30^ . ■ 



3j 
31 
28 
23 



Range A Dean-nrf-l^as^ucTib^^ . / . ^ ' ' >/ 

Dean of Student Services — r • ^< ^ ^ / ^ 
District "Directors - • ^ . . '\ ,a 

Range B • Director of Community Educati^^h ^ . ^ ^ * ' 
Director of Admissions and. Records \ ' 
Director of Special Services * > ' 
' ' " Director of .Counseling ■ * >■ ^ . : • ' 

•Division directors ^ . ' ' V 

'Director of Continuing Edrfcation ^ ' . - 
Director of Instructional Services (CSM) 
Director of Career Education' ^ 
Certificated Perspnnel^Of f icer ' * - , 

/ ■ Ec^ucationai P-rpgram Of^f^cer 

, , External^ Funding 'and Oevelbpirient Officer 

Educational Information O'f ficer 
«• » ' ' 

Range C Director of Operations ' - \ • 

Director of instryctionad Services (Canada, Sk> 
'Director of < College Readiness 
. • Assistant to the Chancellor-Superintendent 
Cpmmunications and Public Information OffJ 
Purchasing Officer - . 
Auxiliary Service's Officer 
: ' Classified Personnel .Officer 
Data Processing Officer ' 
/ ' Plant and Facilities Officer 

Range D Accounting "bf'ffder ' 

Assis.tant to^^the President* (.CSM) 

* . . . supervisor of Fiscal and ^ Personnel Services (C£ 
^ 'Supexvr^ ^ - I - . . _v_^- 



ERIC 




JUNIOR COLLEGES 



